SCHOOL CROSSING 


GUIDE 


2023 


EDWARD A. CABAN 


Police Commissioner 


TANIA I. KAINSELLA 


First Deputy Commissioner 


JEFFREY B. MADDREY 
Chief of Department 


OLUFUNMILOLA F. OBE 
Chief of Training 


Mission of the Training Bureau 


The Mission of the Training Bureau is to transform uniformed and civilian members of the Police 
Department into law enforcement professionals, equipped with the necessary academic and tactical 
knowledge to protect the life, rights, property, and dignity of all the residents of the City of New 
York. 


We believe that a well-trained professional will have a favorable impact on the diverse 
communities they serve, will be respected by their peers, and will be emulated by other law 
enforcement agencies. 


We endeavor to facilitate training by utilizing technology, research and development, and 
meticulous instruction to ensure that members of the Police Department can continue to be lauded 
as New York’s Finest. 


Civilian Training Program — Mission Statement 


The mission statement of the Civilian Training Program is to provide meaningful and effective 
training to all participants while respecting and supporting them during their time with us. We 
will accomplish this through constant reevaluation of our own abilities. 


THE MISSION 
CIVILIAN TRAINING PROGRAM 


We will provide meaningful and necessary instruction for entry-level 
civilian employees. Through classroom interactions, we expect to: 


Train all participants in the policies, procedures and methods to be 
effective members of the service. 


Educate ourselves and improve our own ability to provide effective 
training. 


Aid each participants understanding of department values with respect to 
their role as a member of the service. 


Continuously reevaluate and update training needs 1n response to 
changes in policies of the department. 


Honor and respect each participant attending our training by expressing 
support for their assignment. 


CIVILIAN TRAINING PROGRAM 


Location — Police Academy, 130-30 28" Avenue, Room #780, Queens, New York 11354 
Coordinator — Administrative Staff Analyst Pamela Charlie 

Supervisor — Administrative Manager Caroline Castaneda 

Supervisor — Administrative Manager Robbin Thompson 

Supervisor — Associate Staff Analyst Louis Caruso 

Supervisor — Associate Staff Analyst Michelle Mitchell 

Instructor — Staff Analyst Dhawal Batish 

Instructor — Staff Analyst Erin Clayton 

Instructor — Staff Analyst Nikol Santana 

Instructor — Staff Analyst Trainee William French III 

Telephone Numbers — 718-670-9517/9518 

Title of Course — School Crossing Guard (SCG) Entry Level Training Course 
Tour — 0800 X 1300 hours, Monday to Friday 


School Crossing Guard 


The Goal of This Training Course 


To provide meaningful and effective training to all newly hired School Crossing Guards. The goal 
of the training is to create a well-rounded School Crossing Guard who 1s capable of enforcing New 
York City’s rules, regulations and policies concerning the safe crossing of children at school 
crossings. 


School Crossing Guard Course Overview 


This course 1s designed to meet the needs of all newly hired School Crossing Guards. The School 
Crossing Guard course is approximately 30 hours. 


Course Objectives 

Upon completion of the School Crossing Guard course, the student will be able to: 
1) Demonstrate the proper hand signals to use while crossing pedestrians 

2) Explain types of entries in the Memo Book 

3) Define Military Time and explain its use 

4) List items to be worn while in uniform 

5) Provide a safe crossing for children at school crossings 


Class Schedule 


Steady tours of 0800 X 1300 unless otherwise directed. Training will be from Monday to Friday, 
with Saturday and Sunday as your Regular Days Off (RDO). 


Meal 


While assigned to training in the Police Academy, you will not have a meal. 


Note: EATING AND DRINKING ARE STRICTLY PROHIBITED (EXCEPT FOR 
BOTTLED WATER) IN ANY CLASSROOM. 


Course Structure 


This course 1s approximately six (6) days. Your training will consist of five (5) hours a day as 
follows: 


Aids Awareness 

Child Behavior 

Civilian Complaints 

Courtesy, Professionalism & Respect 
Drug Awareness 

Employee Assistance Unit “Video” 
Equal Employment Opportunity 
First Aid I, II, Ill, 1V 

Internal Affairs 

Military Time & Memo Book 
Neighborhood Policing 

OSHA Training 

Personal Safety/Traftic Review 
Rules/Procedures, & Rank Structure 
Traffic Control 

Union Representative 


Required Reading 


1) SCG Orientation Guide 
2) SCG Manual 
3) Civilian Employee Reference Manual 


Lateness 
LATENESS WILL NOT BE TOLERATED. Includes returning from breaks as well. 


NOTE: If you know you will not be able to report to the Academy by the start of your tour, 
you must contact the Civilian Training Program immediately and inform us of your 
estimated arrival time. The contact phone number is 718 670-9517/9518. 


At the beginning of a scheduled tour, a civilian member of the service will be granted a five-minute 
grace period and the lateness will be classified as “excused.” When the lateness extends beyond 
the five-minute grace period, the full period of time between the scheduled reporting time and the 
actual reporting time shall be charged against such member. A civilian member whose starting 
time is 0900 hours, and who reports to work at 0905 hours would not be “late”. A civilian member 
of the service with such a starting time who reports to work at 0906 hours would be charged with 
six minutes of lateness. (Refer to Administrative Guide (A.G.) 319-19.) 


If you are more than five (5) minutes late, you MUST REPORT TO ROOM 780 FOR A LATE 
PASS and prepare a LEAVE OF ABSENCE REPORT (UF28). Your instructor will NOT admit 
you to class without a late pass. 


Lateness_resulting in_a_command discipline — you will receive a command 
discipline resulting from lateness under the following circumstances: 


e Three (3) instances of lateness under one (1) hour will result in a 
COMMAND DISCIPLINE (CD). 

e The lateness of one (1) hour or more will automatically result ina COMMAND 
DISCIPLINE. 

e Receiving three (3) or more Command Disciplines will be subject to additional 
disciplinary actions. 


Lateness is not tolerated in the New York City Police Department. Repeated late occurrences will 
be considered a lack of ability to perform your job as a School Crossing Guard. They could result 
in additional disciplinary actions such as Charges and Specifications or termination from the 
Department. (Refer to pg. 4 “Disciplinary Matters”’) 


Transportation Delays 


Lateness due to transportation delays will be deducted from your paycheck. The only exception 
to the above is lateness found by the unit supervisor/commanding officer to have been caused by 
transportation circumstances beyond the control of the tardy civilian member of the service. This 
would be considered an “excused” lateness. The tardy civilian member may be required to furnish 
proof of the lateness and a request for excusal shall not be unreasonably denied. A refusal to excuse 
a lateness may be appealed to the Deputy Commissioner, Labor Relations, through channels. 
NOTE: Civilian Members of the Service (CMOS) on a flextime schedule do not have a grace 
period. (Refer to A.G. 319-19.) (There is no flextime while assigned at the Police Academy.) 


When you report to work after the scheduled starting time or other scheduled non-work period, the 
commanding officer/unit supervisor will determine whether lateness is to be classified as 
“excused” or “unexcused.” (Refer to A.G. 319-19.) 
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Integrity 


YOUR NEW YORK POLICE DEPARTMENT IDENTIFICATION CARD (NYPD ID) IS 
ONLY TO BE USED FOLLOWING DEPARTMENT GUIDELINES. Specifically, the 
NYPD ID card is not to be used to gain access to the Transit system or to procure discounts of any 
kind. Violators will be subject to disciplinary action or dismissal. 


e Your identification card displays your name and title, showing that you are a civilian 
member of the service (CMOS). Display IDENTIFICATION CARD (ID) prominentl 


on the outermost garment of your clothing, above the waist, and below the shoulders 


for easy observation when entering or leaving a department facility. You may not use 
your Department ID to represent yourself as a police officer or to gain any special privilege. 


Misuse of your identification card could result in arrest, suspension, and termination 
(immediate termination if you are on probation or are a provisional employee). (Refer to 
the Civilian Reference Manual.) 


e Department ID cards are the property of the Police Department and must be returned upon 
resignation, termination, or transfer to another city agency. While in training and assigned 


to the Police Academy, immediately notify the Civilian Training Program Coordinator or 
supervisor if you misplace your identification card. 


e If the loss of your NYPD ID occurs outside of the Academy, it must be immediately 
reported to the precinct where the loss occurred or where you discovered the loss of your 
ID card. Loss of your ID card may result in disciplinary action. You must immediately 
report the lost NYPD ID to the Civilian Training Program upon your return to training. 
(Refer to Patrol Guide (P.G.) 219-21 for additional information. ) 


e If any situation occurs while off duty and police personnel are involved, you must identify 
yourself as a civilian member of service and immediately notify the Police Academy of 
said incident. If the incident occurred during a Regular Day Off (RDO), SCGs must notify 
the Police Academy at the start of the next business day. A failure to do so will result in 
suspension and or a Command Discipline. 


DISCIPLINARY MATTERS 


Command Disciplines and Authorized Penalties 


There are three types of CDs: Schedule A; Schedule B; and Schedule C. The Schedule A and 
Schedule B permit the commanding/executive officer of the unit involved to address minor 
misconduct/rule violations and set the penalty within the established ranges for each type of CD 
as described in the NYPD Disciplinary System Penalty Guidelines (available on the Department 
Intranet). The Schedule C is only issued by the Department Advocate for certain enumerated 
offenses and utilized in lieu of Charges and Specifications 


Schedule A Command Discipline - A Schedule A 1s non-judicial discipline that can be issued 
by a commanding/executive officer for any minor violation, not specifically listed as a 
Schedule A, in order to correct deficiencies. Examples of minor violations (1.e., absence from 
post or assignment, improper uniform, etc.) are listed in the NYPD Disciplinary System 
Penalty Guidelines, available on the Department Intranet. 


Schedule B Command Discipline -A Schedule B 1s a non-judicial punishment that can be 
issued by a commanding/executive officer for the following violations: 
a. Loss of shield 
b. Failure to safeguard prisoner 
c. Loss of Department property, except IDENTIFICATION CARD (PD416-091) and 
Department issued smartphone 
d. Failure to respond, report disposition promptly or acknowledge radio calls directed 
to member’s unit 
e. Bringing alcoholic beverages into a Department facility or vehicle unless it is 
within the scope of an assignment 
Loss of ACTIVITY LOG (PD112-145) 
Failure to give name and shield number to person requesting 
Unauthorized radio transmissions 
Unauthorized use of a Department vehicle 
Any Force, Abuse of Authority, Discourtesy, and Offensive Language (FADO) 
violation that, in the opinion of the CCRB or NYPD 1s appropriate 
Any other violation, which, in the opinion of the commanding/executive officer and 
after notification to the patrol borough adjutant and consultation with the 
Department Advocate is appropriate. 


SS Ge 
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Schedule C Command Discipline - A Schedule C is adjudicated by the Department Advocate 
in lieu of Charges and Specifications for situations in which there are no significant 
ageravating factors or additional misconduct. A Schedule C carries a penalty of up to twenty 
(20) days. 


For authorized penalties for Command Disciplines Schedule A, B, and C, refer to A.G. 318-01 and 
NYPD Disciplinary System Penalty Guidelines, available on the Department Intranet. 


LEAVE POLICY 


Absences/Excusals 


Regardless of your hire, date any request for time off (while you are in training) is granted 
at the discretion of the Civilian Training Program Coordinator. 


Annual Leave Accrual and Usage 


Annual Leave Allowance 1s combined vacation, personal business and religious holiday leaves, 
which is accrued in hours and minutes monthly. (As per the School Crossing Guard Calendar, 
SCGs will receive accrued vacation time payment three (3) times per year.) 
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Leave is granted for part-time, per annum, hourly, per diem, per session, and seasonal civilian 
members, who work at least one-half the regular hours of full time members, as follows: (Refer 
to A.G. 319-04.) 


YEARS IN SERVICE ACCRUAL 

At the beginning of the member’s Ist year | hour for 15 hours worked 

At the beginning of the member’s Sth year | hour for 11 hours worked 
Sick Absences 


When personal illness or injury prevents the proper performance of duty notify your commanding 
officer/supervisory head in person, by competent messenger or telephone, two (2) hours prior to 
the scheduled tour, if possible, but no later than the start of the tour, when reporting sick or 
returning from sick report. If the command is closed, report illness/injury before the next business 
day. 


Complete a CIVILIAN SICK LEAVE REPORT (PD429-123), sign and attach all medical 
documentation to the form and submit to the commanding officer/supervisory head immediately 
upon return to duty. (Refer to A.G. 319-07.) 


For new hires, sick absences may be WITHOUT PAY. Sick leave while in training is granted 
at the discretion of the Civilian Training Program Coordinator. 


While in training, if you report sick, you MUST provide documentation (a note from a licensed 
health practitioner) immediately upon return from sick. Failure to provide proper documentation 
will result in disciplinary action (COMMAND DISCIPLINE). 


Sick Leave Accrual and Usage 


All part time, per annum, per diem, per session, hourly and seasonal members who regularly work 
at least one half the hours in the required work for full-time members 1n the same title, shall accrue 
sick leave credits of one hour of leave for every twenty hours actually worked with no maximum 
sick leave balance. 


In the event you report sick during the training period, it is more likely you will be carried 
"Sick Without Pay” because you have not worked enough hours to accrue a sick day. (Refer 
to A.G. 319-07.) 


Paid Holidays 


The Citywide contract provides that you be excused with pay on the following thirteen (13) holidays: 


1) New Year’s Day 
2) Martin Luther King Day 
3) Lincoln’s Birthday 
4) President’s Day 

5) Memorial Day 

6) Juneteenth 

7) Independence Day 
8) Labor Day 

9) Columbus Day 

10) Election Day 

11) Veteran’s Day 

12) Thanksgiving Day 
13) Christmas Day 


* District Council 37, Organization of Staff Analysts and Communication Workers of America 
employees, hired after July 1, 2004, are no longer entitled to Lincoln’s Birthday as a holiday. 
Additionally, the unionized titles of Administrative Traffic Enforcement Agent, Administrative 
School Security Manager and Associate Supervisor of School Security are no longer entitled to 
Lincoln’s Birthday (the floating holiday) as a holiday regardless of their date of hire or 


appointment. 


January 1* 

January (3 Monday of the month) 
February 12" *floating holiday* 
February (3% Monday of the month) 
May (Last Monday of the month) 

June 19" 

July 4" 

September (1*' Monday of the month) 
October (2™4 Monday of the month) 
November (1 Tuesday after the 18‘ Monday) 
November 11" 

November (4"" Thursday of the month) 
December 25" 


GENERAL RULES AND REGULATIONS 


Note 


All members must show identification upon entering all NYPD facilities and comply with 
all requests for identification. Failure to comply may result 1n disciplinary action. 


Police Department ID — This card must be worn on the outermost garment of your 
clothing, above the waist, and below the shoulders for easy observation when entering 
or leaving a Department facility, and must be worn at all times. 


Police Department ID — Members of Service must carry their POLICE DEPARTMENT 
ID card at all times. While assigned to Police Academy, ID cards must be prominently 
displayed on outermost garment. Any loss of ID card must be reported to the local precinct 


where the loss occurred and immediately to the Civilian Training Program, Room 780. 
(Refer to P.G. 219-21.) 


School Crossing Guards also need to know about specific procedures required to follow in 
various personal and professional situations. It would be best if you learned these 
procedures to function within the Department. Intentional or accidental violations of 
Department rules can be costly, resulting in disciplinary action. (Refer to the 
Administrative Guide, Patrol Guide, and Civilian Employee Reference Manual on the 
NYPD intranet.) 


School Crossing Guards are not to be disrespectful, disruptive, or unprofessional towards 
classmates, co-workers, instructors, supervisors, or the members of the public at any time. 
Failure to comply with these orders will result in disciplinary action. A Command 
Discipline will be issued for all "unprofessional behavior or conduct." 


It is strongly recommended for all students to take notes during training. 


For any missed lessons, it is the student’s responsibility for obtaining the material. It is 
strongly recommended for the student to speak with the instructor or a supervisor for 
obtaining the material. In addition, students are advised to communicate with classmates 
regarding lessons and material. 


: Students may request material from previously missed lessons after dismissal. 


It 1s your responsibility to abide by the rules and regulations of the Department, as well as 
all orders and instructions issued by supervisors. Failure to follow the rules and regulations 
of the Police Department, or failure to meet work standards, may subject you to disciplinary 
procedures resulting in the imposition of disciplinary penalties, including possible 
termination. Criminal charges by this or any other agency may result in discipline, 
suspension, or termination, in addition to any judiciary action against you. 


“Smoking” is strictly prohibited on the Police Academy premises. This includes in front 
of the building, parking lots or around the building. You will receive a Command 
Discipline for this infraction. 


e Cellular phones, smart watches or any other electronic devices are not permitted while in 
training. 


e School Crossing Guards are only allowed to make and receive phone calls (includin 
emergency phone calls) using the Civilian Training Program’s facilities in room 780. 


e There is absolutely no eating, drinking or chewing gum in the classrooms. Bottled water 1s 
allowed at the discretion of the instructor. 


ATTIRE 


Proper business attire must be worn during training. NO jeans, sneakers, or sweat-pant type 
clothing will be permitted. 


As outlined in your Civilian Employee Reference Manual, all personnel must convey a 
professional image and wear attire appropriate to their job titles. For example, business attire is 
required for office positions and appropriate work attire for trade titles and other labor positions. 
(Refer to A.G. 319-03 for additional information. ) 


All members of the service are reminded to present themselves in a professional manner. Members 
are expected to be well groomed and wear clean clothing free of holes and tears. Clothing that 
contains offensive of inappropriate designs, stamps or messages are not permissible. Wear 
Department Identification Card on outermost garment when not in uniform. (Refer to Interim 
Order (1.0.) 54 (2021.) 


Facility Information 


e Restrooms are available by the main staircase on the 3", 4", 5", 6", and 7th floors. 


e Students are authorized to park in the West Parking lot (College Point Entrance) ONLY. 
Parking is minimal, so carpooling is encouraged and recommended. Students are also 
encouraged to take Mass Transit where applicable. 


e In the event of an emergency, follow the instructions of your instructor, or the public 
address announcement(s). 


Fire and Fire Drills 


e Inthe event of an emergency or a drill, you should remain calm and orderly. Follow the 
instructions of your instructor, or the public address announcement(s). Fire drills are 
conducted periodically. 


First Aid 


e Should you need medical attention, notify your instructor or a supervisor in the Civilian 
Training Program, room 780. PLEASE DO NOT REMOVE OR OPEN THE AED OR 
FIRST AID KIT LOCATED ON EACH FLOOR NEAR THE ELEVATOR. 


Confidentiality Policy 


There are guidelines to be complied with when accessing, creating, receiving, disclosing or 
otherwise maintaining information from an information system: 


1. Access only those information systems to which authorization has been granted, and 
under circumstances required in the execution of lawful duty. 


2. Abide by any security terms/conditions associated with the information system, 
including those governing user passwords, logon procedures, etc. 


3. Disclose information to others, including other members of service, only as required in 
the execution of lawful duty. 


4. Confirm identity and affiliation of requestor of information and determine that release 
of information is lawful, prior to disclosure. 


5. Maintain confidentiality of information accessed, created, received, disclosed or 
otherwise maintained during course of duty. 


The above guidelines also apply to the oral transmission of information contained in any 
Department information system. Additionally, these guidelines apply to members who directly 
access information, as well as members who, intentionally or not, allow third parties to access 
information. Members may be held accountable when, due to their failure to safeguard 
information, a third party gains access. This includes access by other members of the service. 
Members who fail to adhere to NYPD guidelines may be subject to disciplinary and/or criminal 
action. (Refer to A.G. 304-15.) 


As a Member of Service, you may be responsible for recording confidential information. The 
information that you take from witnesses or victims of a crime must remain strictly confidential. 
This information and information of a police nature taken over the telephone is not a matter of 
public record in the City of New York. If you sell or give out that information, you are committing 
a crime. Not only will you be subject to departmental charges, which may result in the loss of your 
job, but you may also be subject to criminal charges. Be especially aware that if you release 
confidential information, you may jeopardize an ongoing investigation, the lives of witnesses, 
victims, or even the lives of your co-workers. 
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YEAR 2023 


AUTHORIZED UNIFORM TAILORS 
SCHOOL CROSSING GUARD EQUIPMENT PRICES 


THIS PAGE IS INTENTIONALLY LEFT BLANK 


PURPOSE 


MEMBER OF 
THE SERVICE 


NOTE 


ADMINISTRATIVE GUIDE 


DEPARTMENT CONFIDENTIALITY POLICY 


DATE EFFECTIVE: LAST REVISION: PAGE: 
06/10/21 LO. 47 1 of 1 


To inform members of the service of the guidelines to be complied with when 
accessing, creating, receiving, disclosing or otherwise maintaining information 
from an information system: 


l. Access only those information systems to which authorization has been 
granted, and under circumstances required in the execution of lawful 
duty. 

Z Abide by any security terms/conditions associated with the information 
system, including those governing user passwords, logon procedures, etc. 

3: Disclose information to others, including other members of service, only 
as required in the execution of lawful duty. 

4. Confirm identity and affiliation of requestor of information and determine 
that release of information 1s lawful, prior to disclosure. 

5. Maintain confidentiality of information accessed, created, received, 


disclosed or otherwise maintained during course of duty. 


The above guidelines also apply to the oral transmission of information contained in any 
Department information system. Additionally, these guidelines apply to members who 
directly access information, as well as members who, intentionally or not, allow third 
parties to access information. It is the “logged on” member’s responsibility to prevent 
other persons from recording or transcribing information for the purposes of 
unauthorized use (e.g., taking a cell phone video of Body-Worn Camera footage). 
Members who observe, or become aware of such misconduct, are to comply with P.G. 
207-21, “Allegations of Corruption and Other Misconduct Against Members of the 
Service. ” 


Members may be held accountable when, due to their failure to safeguard information, a 
third party gains access. This includes access by other members of the service. 


Members of the service who fail to adhere to the above guidelines may be subject to 
disciplinary and/or criminal action. 
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THIS PAGE IS INTENTIONALLY LEFT BLANK 


PURPOSE 


SCOPE 


DEFINITIONS 


ADMINISTRATIVE GUIDE 


Section: Disciplinary Matters Procedure No: 318-01 


COMMAND DISCIPLINES AND AUTHORIZED PENALTIES 


DATE EFFECTIVE: LAST REVISION: PAGE: 
02/16/22 LO. 14 1 of 2 


To inform members of the service (uniformed and civilian) types of Command 
Disciplines (CD) and the penalties that may be imposed. 


There are three types of CDs: Schedule A; Schedule B; and Schedule C. The 
Schedule A and Schedule B permit the commanding/executive officer of the unit 
involved to address minor misconduct/rule violations and set the penalty within 
the established ranges for each type of CD as described in the NYPD 
Disciplinary System Penalty Guidelines (available on the Department Intranet). 
The Schedule C is only issued by the Department Advocate for certain 
enumerated offenses and utilized in lieu of Charges and Specifications. 


SCHEDULE A COMMAND DISCIPLINE - A Schedule A is non-judicial 
discipline that can be issued by a commanding/executive officer for any minor 
violation, not specifically listed as a Schedule A, in order to correct deficiencies. 
Examples of minor violations (1.e., absence from post or assignment, improper 
uniform, etc.) are listed in the NYPD Disciplinary System Penalty Guidelines, 
available on the Department Intranet. 


Penalties for a Schedule A may be one of the following: 


a. Warning and admonishing verbally 

b. Warning and admonishing 1n writing, copy to be filed with the papers 

C. Changing assignment within the command either for a fixed period or 
indefinitely 

d. Revocation of permission to engage in outside employment for a fixed 


period of time, not to exceed thirty days, if the violation is related to the 
outside employment 


e. Restrict out-of-command assignments, which pay “portal-to-portal’” and 
overtime for a fixed period, not to exceed five such assignments 
f. Forfeiture of up to five days vacation or accrued time. 


SCHEDULE B COMMAND DISCIPLINE - A Schedule B 1s a non-judicial 

punishment that can be issued by a commanding/executive officer for the 

following violations: 

a. Loss of shield 

b. Failure to safeguard prisoner 

C. Loss of Department property, except IDENTIFICATION CARD 
(PD416-091) and Department issued smartphone 


d. Failure to respond, report disposition promptly or acknowledge radio 
calls directed to member’s unit 
e. Bringing alcoholic beverages into a Department facility or vehicle unless 


it is within the scope of an assignment 
f. Loss of ACTIVITY LOG (PD112-145) 
g, Failure to give name and shield number to person requesting 
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ADMINISTRATIVE GUIDE 


318-01 02/16/22 1.0. 14 


DEFINITIONS 
(continued) 


ADDITIONAL 
DATA 


h. Unauthorized radio transmissions 

ie Unauthorized use of a Department vehicle 

1: Any Force, Abuse of Authority, Discourtesy, and Offensive Language 
(FADO) violation that, in the opinion of the CCRB or NYPD is 
appropriate 

k. Any other violation, which, in the opinion of the commanding/executive 


officer and after notification to the patrol borough adjutant and 
consultation with the Department Advocate 1s appropriate. 


Penalties for a Schedule B may be one of the following: 


a. Warning and admonishing verbally 

b. Warning and admonishing in writing, copy to be filed with the papers 

C. Changing assignment within the command either for a fixed period or 
indefinitely 

d. Revocation of permission to engage in outside employment for a fixed 


period of time, not to exceed thirty days, if the violation 1s related to the 
outside employment 


e. Restrict out-of-command assignments, which pay “portal-to-portal’” and 
overtime for a fixed period, not to exceed five such assignments 
f. Forfeiture of up to ten days vacation or accrued time. 


SCHEDULE C COMMAND DISCIPLINE - A Schedule C is adjudicated by the 
Department Advocate in lieu of Charges and Specifications for situations in 
which there are no significant aggravating factors or additional misconduct. A 
Schedule C carries a penalty of up to 20 days. 


When it has been determined that disciplinary action should be taken for the loss of or 
failure to safeguard a firearm, a consultation with the Department Advocate’s Office 
will be made to determine appropriate disciplinary action. 


A commanding/executive officer must confer with the patrol borough/bureau adjutant, 
prior to adjudicating a third command discipline for the same member within a six month 
period, to determine if charges and specifications should be instituted. If charges are 
appropriate, do not adjudicate the command discipline, a consultation with the 
Department Advocate will be necessary for final approval of charges and specifications. 
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ADMINISTRATIVE GUIDE 


CIVILIAN MEMBER - UNIFORMS/EQUIPMENT 


DATE EFFECTIVE: LAST REVISION: PAGE: 
01/23/23 R.O. 3 1 of 12 


PURPOSE To prescribe uniforms/equipment for certain civilian members of the service. 


PROCEDURE When performing duty: 


MOTOR l. Wear and maintain the following regulation uniform: 
VEHICLE a. Baseball cap with motor vehicle operator (MVO) insignia patch 
OPERATOR Regulation gray long and short sleeve shirts 


b. 

C. Regulation gray jacket 

d Emblem — the MVO and NYPD patches will be worn on the left 
shoulder of regulation gray jacket and shirt 


e. Regulation gray trousers 
f. Regulation shield 
g Navy blue, breakaway tie with NYPD tie clip (worn with long 
Sleeve shirt). 
NOTE Motor vehicle supervisors do not wear uniforms but are issued and must carry a shield. 
FLEET Zz Wear coveralls when assigned as: 
SERVICES a. Mechanic 
SECTION b. Repairman 
PERSONNEL C. Lubricator 
d. Gasoline dispenser. 
SCHOOL 3. Wear and maintain the following regulation uniform: 
CROSSING a. Cap with school crossing guard patch 
GUARD b. School Crossing Guard reflective safety vest 
C. White cotton or wool gloves 
d. Shoes of type suitable for duty performed 
e. Traffic whistle 
f. Appropriate clothing 
g. Regulation yellow raincoat and cap with school crossing guard 
patch in inclement weather 
h. Optional uniform items: 


(1) Shirt — medium blue, military type long/short sleeve with 
NYPD patches and School Crossing Guard rockers 2 inch 
below shoulder seam on both sleeves and “SCG” collar 
brass on the right collar and command designation on the 
left collar 

(2) Navy blue, breakaway tie with NYPD tie clip (worn with 
long sleeve shirt) 

(3) Regulation blue duty trousers or optional cargo pants or 
shorts 

(4) Black socks 
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SCHOOL (5) Black shoes, boots or sneakers (with no visible markings) 
CROSSING (6) Neon yellow gloves 
GUARD (7) Jacket — navy blue duty jacket with NYPD patches and 
(continued) School Crossing Guard rockers % inch below shoulder 
seam on both sleeves 
1. Optional winter items: 


(1) Winter hat — white soft vinyl with black mouton trimming, 
to be worn only when the temperature is expected to fall 
below 32 degrees Fahrenheit 

(2) Winter Knit Hat — ANSI safety yellow knitted wool hat, 
with “NYPD” embroidered in navy blue block letters 
across the front. To be worn with duty jacket, when the 
temperature is expected to fall below 32 degrees 
Fahrenheit. 

(3) Ear muffs — black wool headband type, to be worn in 
conjunction with authorized cap. 


NOTE School Crossing Guards Level II will wear the above described uniform except silver 
chevrons on duty shirt if worn, below the patches; white 8-point hat with silver 
unnumbered cap device; cargo shorts are not authorized. 


POLICE 4. Wear and maintain the following regulation uniform: 

ATTENDANT a. Shirt (ong and short sleeve) — medium blue, military type with 
NYPD patches on each sleeve, and the police attendant patch will 
be worn and centered one half inch below the standard patch on 
both sleeves 

b. Navy blue, breakaway tie with NYPD tie clip (worn with long 
Sleeve shirt) 


C. Regulation blue duty trousers 
Black socks 
S. Black shoes: plain, smooth leather with flat soles and raised heels 
NOTE In addition, shoes commonly referred to as the secret sneaker are also permissible, 


provided that they generally conform in appearance to the regular duty shoes (these 
shoes will be on display at the Equipment Section). Black leather jogging shoes, sneakers 
or shoes with visible lettering are NOT AUTHORIZED foot wear. 


f. Optional winter item: 

(1) V-neck sweater — navy blue, acrylic or wool, waist length, 
vertical ribbed weave knit sweater with navy blue 
poly/cotton twill or cordura patch material over elbows, 
left breast, and epaulets. Gold buttons on pointed epaulets. 
The Department logo (patch) will be affixed to each sleeve. 
The police attendant patch will be affixed and centered one 
half inch below the Department logo on both sleeves. 
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POLICE g. 
ATTENDANT h. 


(continued) 1. 


NYPD Patrol Tactical Pants are optional 

Command insignia will be worn on the collar of the uniform shirt 
Regulation handcuffs carried in handcuff case with key available 
for use. 


TRAFFIC 5. Wear and maintain the following regulation uniform/equipment: 


ENFORCEMENT a. 
AGENT/ 
PARKING 


ENFORCEMENT b. 


SPECIALIST 


Cap — white vinyl eight point with chrome unnumbered cap device 

and black chinstrap. Summer mesh style white eight point cap 

optional during applicable months, when so directed 

Shirt — medium blue, military type long/short sleeve with NYPD 

patches and Traffic rockers 2 inch below shoulder seam on both 

sleeves, with appropriate service stripes/hash marks affixed 

Blazer — navy blue (summer blouse) with silver (white metal) buttons, 

NYPD patches and Traffic rockers *4 inch below shoulder seam on 

both sleeves, with appropriate service stripes/hash marks affixed 

Trousers — navy blue with 2 inch wide navy blue braid down both 

leg seams 

Skirt (optional) — navy blue knee length 

Shoes — black, plain, smooth leather, lace type shoes with flat 

soles and raised rubber heels (no patent leather). Black leather 

sneakers with no visible lettering 

Boots — lace-up plain toe with no markings 

Pumps — black, plain leather pumps with heel no higher than one 

inch (optional with skirt) 

Socks — Only black cotton socks are authorized 

Optional inclement weather items: 

(1) Raincoat — international orange with matching hat. 
International orange pants are optional 

(2) Two piece, high visibility, yellow waterproof jacket and 
pants with detachable hood. Black reflective lettering 
“NYPD TRAFFIC” on rear of jacket with NYPD patches 
on both shoulders. 3M reflective material on pants and 
jacket. 

Overcoat — navy blue (winter coat) wool fingertip length with 

silver (white metal) buttons. NYPD patches and Traffic rockers 4 

inch below shoulder seam on both sleeves 

Optional summer uniform for agents assigned to street 

enforcement duties for their entire tour of duty: 

(1) Regulation medium blue, short sleeve uniform shirt 

(2) Cargo style shorts, as available in the Equipment Section. 
Shorts will be hemmed to a length to the top of the knee 

(3) Black leather uniform athletic shoes, lace—up style ONLY, 
with no visible logos or markings. Either high—cut or 
low-cut style is authorized; however, the shoe should have 
no more than five shoelace grommets/attachments 
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TRAFFIC (4) Black cotton crew socks, worn fully extended, length at 
ENFORCEMENT least three inches but no more than five inches above 
AGENT/ outermost anklebone. Socks must be visible 

PARKING (5) Regulation eight point white uniform hat 
ENFORCEMENT (6) White cotton gloves 

SPECIALIST (7) Reflective safety vest, as required. 

(continued) k. Optional winter items: 


(1) Winter hat — white soft vinyl with black mouton trimming 
and chrome unnumbered cap device, to be worn only when 
the temperature is expected to fall below 32 degrees 
Fahrenheit 

(2) Winter Knit Hat — ANSI safety yellow knitted wool hat, 
with “NYPD” embroidered in navy blue block letters 
across the front. To be worn with duty jacket, when the 
temperature is expected to fall below 32 degrees 
Fahrenheit. 

(3) Turtleneck — medium blue turtleneck with NYPD markings 
worn only during winter season with duty jacket 


NOTE The turtleneck shirt shall not be worn as an outer garment but may be worn under the 
duty jacket. If during the course of the tour an agent removes the duty jacket, whether 
due to change of assignment or other reasons, the regulation shirt and tie must be worn. 


(4) Sweater — navy blue commando V-neck sweater with PD 
patches and Traffic rockers *% inch below shoulder seam on 
both sleeves 

(5) Ear muffs — black wool headband type 

(6) Gloves — black (white for intersection duty) 

(7) Jacket — navy blue duty jacket with NYPD patches and 
Traffic rockers *% inch below shoulder seam on both 
sleeves. 

l. Reflective traffic safety vest — fluorescent yellow with a 
permanent label that states “APPROVED BY NYPD 
EQUIPMENT SECTION SPEC #983.” To be worn while 
performing traffic related duties 


m. Shield — worn on left breast of outermost garment affixed to a 
leather shield holder 

n. Nameplate — white metal with last name printed in black letters. 
Worn directly below shield affixed to leather holder 

O. Patches — NYPD patches and Traffic rockers on both sleeves must 
be affixed to all garments except rain gear. NO UNIT PATCHES 
PERMITTED 

Dp. Longevity bar — white enamel bar with gold colored trim and 


roman numeral. Mandatory for all traffic enforcement agents with 
over five years of service and will only be worn on short sleeve 
shirt 
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TRAFFIC q. Belt — black leather 1 2 inches wide with gunmetal buckle. Utility 
ENFORCEMENT belt and summons pouch may also be worn. No other belt buckles 
AGENT? or fanny packs of any kind are permitted 
PARKING I. Tie — navy blue breakaway type with NYPD tie clip. Worn with 
ENFORCEMENT long sleeve shirt 
SPECIALIST S. Collar brass — White metal with unit designation on both collars 
(continued) t. Watch — working wristwatch must be worn at all times 
u. Regulation traffic whistle and belt whistle holder 
V. Serviceable traffic wand, light-emitting diode (LED), battery 
operated, 18 to 22 inches in length, push button operation, with 
steady and flashing red light capability 

(1) To be carried while performing traffic control duties 

between the hours of sunset and sunrise 
W. Other jewelry — Only wedding bands are authorized. 
NOTE The Special Patrolman Patch is unauthorized and will not be worn by any member of the 
Department. 
TRAFFIC 6. Traffic supervisor level I regulation uniform/equipment is same as traffic 
SUPERVISOR enforcement agent EXCEPT: 
LEVEL I a. Cap — navy blue 8—point, gilt (gold) unnumbered hat device and 
gilt (gold) chinstrap 
b. Blazer (summer blouse) — with gold (yellow metal) buttons 
C. Trousers — 1 4 inch wide navy blue braid down both leg seams 
d. Overcoat — with gold (yellow metal) buttons 
S Optional winter items: 

(1) Winter hat — black soft vinyl with black mouton trimming 
and gilt (gold) unnumbered hat device, to be worn only 
when the temperature is expected to fall below 32 degrees 
Fahrenheit 

(2) Winter Knit Hat — Navy blue knitted wool hat. Must have 
“NYPD” embroidered in white | inch block lettering 
thread on the front, with no other visible wording or logos. 
It is only to be worn with duty jacket, when the 
temperature is expected to fall below 32 degrees 
Fahrenheit. 

f. Nameplate — yellow metal with last name printed in black letters. 

Worn directly below shield affixed to shield holder. 

NOTE Traffic supervisor level I will wear appropriate silver colored three pointed chevrons on 
sleeves of all outer garments except raingear. 
TRAFFIC 7. Uniform is the same as required for traffic supervisor level I EXCEPT: 
SUPERVISOR a. Cap — Frame is covered with black mohair braid 
LEVEL II b. Rank insignia — Silver (white metal) bar to be worn on both collars 
of shirt as well as both shoulder straps of blazer/coat 
C. Shirt — white, long/short sleeve uniform shirt with NYPD patches 
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TRAFFIC 
SUPERVISOR 
LEVEL II 
(continued) 


NOTE 


TRAFFIC 
SUPERVISOR 
LEVEL Hl 


NOTE 


TRAFFIC 
MANAGER 


NOTE 


TRAFFIC 


ENFORCEMENT 


AGENT, 
BICYCLE 
PATROL 


NOTE 


and Traffic rockers 2 inch below shoulder seam on both sleeves. 
d. Optional winter items: 
(1) Turtleneck — white turtleneck with NYPD markings worn 
only during winter season with duty jacket. 


The turtleneck shirt shall not be worn as an outer garment, but may be worn under the 
duty jacket. If during the course of the tour an agent removes the duty jacket, whether 
due to change of assignment or other reasons, the regulation shirt and tie must be worn. 


8. Uniform is the same as required for traffic supervisor level IT EXCEPT: 
a. Rank insignia — Two silver (white metal) bars to be worn on both 
collars of shirt as well as both shoulder straps of blazer/coat. 


Traffic supervisors level III and above will not affix service stripes/hash marks on their 
uniforms. 


9, Uniform is the same as required for traffic supervisor level II] EXCEPT: 
a. Cap — Frame is covered with black velvet 
b. Rank insignia — Silver (white metal) oak leaf (with oak leaf 


stems pointing away from individual wearing them to the left and 
right), to be worn on both collars of shirt as well as shoulder 
straps of blazer/coat in the same manner as traffic supervisor 
level I] and HI insignia 

C. Coat — navy blue double-breasted trench coat. Garments must be 
converted for uniform use by adding insignia on shoulder straps, 
two NYPD patches and Traffic rockers on upper right and left 
sleeves, replace eight buttons with eight large NYPD yellow metal 
buttons and add two small yellow metal buttons to the shoulder 
straps. 


Deputy director and director will wear the same uniform as traffic manager except 
deputy director will wear silver (white metal) spread eagle insignia and director will 
wear silver (white metal) star insignia. Additionally, director will wear the traffic 
manager hat with gilt (gold) spray design on visor. 


TRAFFIC ENFORCEMENT AGENT — SPECIALIZED UNITS 


10. Wear and maintain the following regulation uniform/equipment: 

a. Helmet — white with the word TRAFFIC AGENT affixed on both 
sides in one and a half inch high black letters. Helmets must be ANSI 
and Snell certified, weighing approximately ten ounces. Helmets are 
required for ALL members of the service on bicycle patrol 


Baseball cap with Department logo (patch) on front of cap is authorized for use when 
not riding the bicycle and coming in contact with members of the community. The 
baseball cap will not be worn underneath the bicycle helmet. 
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TRAFFIC b. Jacket — two tone NYPD blue and yellow, waist length, with 
ENFORCEMENT NYPD patch twelve inches wide on top, eight and a half inches in 
AGENT, height, sixteen inches wide on the bottom with three and a half 
BICYCLE inch white letters NYPD TRAFFIC sewn on the back. A two and 
PATROL one quarter inch by nine inch wide patch with one and one half 
(continued) inch white letters TRAFFIC affixed below the right breast parallel 


to the reflective piping. Grommets on the right breast and Traffic 
rockers above both patches 

C. Shirt — light blue Coolmax polo shirt with the letters TRAFFIC 
printed in three and a half inch high gray reflective letters on the 
back, Traffic rockers above each sleeve patch, and embroidered 
shield patch on the left breast. Shirts are available in both long and 
short sleeve. The long sleeve turtleneck shirt is authorized to be 
worn during inclement weather months underneath the long sleeve 
bicycle polo shirt 

d. Shield and Nameplate — traffic enforcement agents will affix 
shield and nameplate to the grommets over the left breast and are 
not authorized to use a name and shield patch 

e. Pants — Navy blue, supplex material, with an elastic drawstring 
waist, velcro belt holders, right back pocket with velcro closure, 
two front bellow pockets with velcro closure, with right and left 
side pockets, one zipper and velcro snap on the bottom of each 
pant leg. Patrol Tactical pants may be worn by ALL ranks of 
uniformed members of the service on patrol, during court 
appearances and details, and by members permanently or 
temporarily assigned to headquarters security 

f. Shorts — NYPD blue, with drawstring waist, velcro belt holders, 
two hip pockets, and two bellow/cargo pockets with pleats down 
center of the pockets. (Members of the service may utilize black 
spandex biking shorts with padding, underneath the uniform pants 
and shorts. The spandex shorts cannot be visible) 


g. Shoes/Socks — black leather sneakers with no visible lettering. 
Only black cotton socks are authorized 
h. Gloves — black gloves may be worn 
1. Reflective traffic safety vest — Same as required for traffic 
enforcement agent 
J. Eye gear — shatterproof protective. 
NOTE Under no circumstances will the bicycle or bicycle uniform be modified without proper 


authority. Any recommendations related to the changing of the uniform will be submitted 
through channels to the Chief of Patrol, Operational Development Unit, for 
consideration and presentation to the Chief of Department and the Uniform Committee. 
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NOTE A member of the service claiming damage of a bicycle uniform, which occurred during 
(continued) the performance of police duty, will follow the appropriate Patrol Guide procedure. 


TOW TRUCK 11. 


OPERATOR 
(WORK 
UNIFORM) 


HIGHWAY LZ 


EMERGENCY 
LOCAL 
PATROL 
(HELP) 
OPERATOR 


Wear and maintain the following regulation uniform/equipment: 


a. 
b. 


= 7 


Hat — navy blue baseball cap with NYPD patch on front 

Shirt — navy blue Dickey style with NYPD patches and Traffic 

rockers ‘2 inch below shoulder seam on both sleeves. One to two 

inch silver reflective tape across back and on each front pocket flap 

Jacket — navy blue duty jacket with NYPD patches and Traffic 

rockers 7% inch below shoulder seam on both sleeves. One to two 

inch silver reflective tape across back, on each front pocket flap, 
and around each cuff 

Trousers — navy blue Dickey style work pants with one to two inch 

silver reflective tape along each leg seam 

Coverall — navy blue with one or two inch silver reflective tape 

across back and on each front pocket. NYPD patches and Traffic 

rockers 7% inch below shoulder seam on both sleeves. One to two 
inch silver reflective tape along each leg seam 

Shoes/boots and socks — same as required for traffic enforcement 

agent 

Rain gear — yellow jacket with NYPD on back and matching 

yellow pants 

Optional winter items: 

(1) Winter hat — white soft vinyl with black mouton trimming 
and chrome unnumbered hat device, to be worn only when 
temperature is expected to fall below 32 degrees 
Fahrenheit 

(2) Turtleneck — navy blue to be worn only under duty jacket 
or coverall. 

Shield — worn on left breast of outermost garment affixed to a 

leather shield holder 

Patches — same as required for traffic enforcement agent 

Longevity bar — same as required for traffic enforcement agent 

Reflective traffic safety vest — same as required for traffic 

enforcement agent; to be worn when performing towing-—related 

duties or other traffic related duties outside the tow truck. 


Wear and maintain the following regulation uniform/equipment: 


a. 
b. 
Cc. 


Hat — orange baseball cap with NYPD logo in dark blue on front 
Shirt — orange T-shirt with HELP logo on front pocket 

Coverall — orange with NYPD patches and Traffic rockers *4 inch 
below shoulder seam on both sleeves. HELP reflective logo across 
back and one or two inch silver reflective tape around sleeves and 
ankles 

Rain gear — yellow jacket with NYPD on back and matching 
yellow pants 
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HIGHWAY e. Boots — black military style leather plain front lace up with steel 
EMERGENCY toe 
LOCAL f. Reflective traffic safety vest — Same as required for traffic 
PATROL enforcement agent 
(HELP) g. Optional winter items: 

OPERATOR (1) Turtleneck — orange turtleneck or dickey 
(continued) (2) Winter hat — orange soft vinyl with orange mouton 
trimming. To be worn only when temperature is expected 
to fall below 32 degrees Fahrenheit. 
SCHOOL 13. Wear and maintain the following regulation uniform/equipment: 
SAFETY 
AGENT LEVEL DUTY UNIFORM 
ITAND II 
a. Cap — navy blue regulation eight point cap with chrome 
unnumbered cap device and black chinstrap 
b. Shirt — medium blue, military type long/short sleeve with 
NYPD/School Safety patches 2 inch below shoulder seam on both 
sleeves, with appropriate service stripes/hash marks affixed 
C. Trousers — navy blue with 2 inch braid down both leg seams 
, Skirt (optional) — navy blue knee length 
e. Shoes — black, plain, smooth leather, lace type shoes with flat 
soles and raised rubber heels. Secret sneaker 1s authorized 
f. Boots — lace-up plain toe with no markings 
g. Pumps — black plain leather pumps with heel no higher than one 
inch (optional with skirt) 
h. Socks — black 
1. Raincoat — international orange with matching rain hat. 
International orange pants are optional 
‘le Duty Jacket — waist length, navy blue, nylon with zip—out thinsulate 
liming, knit wristlets and waistband, zip side vents with NYPD/School 
Safety patches *%4 inch below shoulder seam on both sides 
k. Optional winter items: 
(1) Turtleneck — medium blue turtleneck with NYPD markings 
worn only during winter season with duty jacket 
NOTE The turtleneck shirt shall not be worn as an outer garment but may be worn under the 


duty jacket. If during the course of the tour an agent removes the duty jacket, whether 
due to change of assignment or other reasons, the regulation shirt and tie must be worn. 


(2) Sweater — navy blue commando V-neck sweater with 
NYPD/School Safety patches “4 inch below shoulder seam 
on both sleeves 

(3) Ear muffs — black wool headband type 

(4) Gloves — black leather spectra—lined 
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SCHOOL 
SAFETY 
AGENT LEVEL 
ITAND II 
(continued) 


(5) Winter Knit Hat — Navy blue knitted wool hat. Must have 
“NYPD” embroidered in white | inch block lettering thread 
on the front, with no other visible wording or logos. It 1s 
only to be worn with duty jacket, when the temperature is 
expected to fall below 32 degrees Fahrenheit. 

Shield — worn on left breast of outermost garment affixed to a 

leather shield holder 

Nameplate — white metal with last name printed in black letters. 

Worn directly below shield affixed to leather shield holder 

Longevity bar — white enamel bar with gold colored trim and 

roman numeral. Mandatory for all school safety agents level I and 

II with over five years of service and will only be worn on short 

sleeve shirt 

Belt — black leather 172 inches wide with gun—metal buckle. 

Second belt for equipment is optional. Equipment belt if worn will 

cover the trouser belt and be worn firmly around the waist. No 

other belt buckles or fanny packs of any kind are permitted 

Tie — navy blue break—away type with NYPD tie clip. Tie worn 

with long sleeve shirt 

Insignia — to be worn on the collar of the uniform shirt, as well as 

the collar of the outermost garment, as follows: 

(1) School safety agent level I will wear yellow metal “School 
Safety” collar brass 

(2) School safety agent level I] will wear appropriate yellow 
metal, borough task force collar brass (e.g., BXTF, MNTF, 
MSTF, SSTFE, etc.). 


NOTE Level IT agents will not wear chevrons on sleeves. 


r. 


MEMORANDUM PAD (PD112-141) in regulation binder with 

the following required inserts: 

(1) COMPILATION OF SPANISH PHRASES 
(PD167—090) 

(2) COURTESY, PROFESSIONALISM AND RESPECT 
(PD439-111) 

(3) Any other insert, as required. 

Utility belt — black leather | 2 inches wide with gun metal buckle. 

Equipment belt will cover trouser belt and be worn firmly around 

the waist 

Handcuffs — regulation handcuffs carried in handcuff case with 

key available for use (members with special patrolman status only) 

Serviceable flashlight — In appropriate holder attached to utility 

belt flashlight not to exceed 12 '2 inches in length. Tubular design 

(without attachments that alter the size, shape or weight of the 

device) powered by a maximum of three “D” and a minimum of 

two “C” batteries 
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SCHOOL V. Pen and pencil holder — attached to the utility belt with two ink 
SAFETY pens (black or blue) 

AGENT LEVEL W. Watch — working wristwatch must be worn at all times 

ITAND II X. Other jewelry — only wedding band is authorized. 

(continued) 


DRESS UNIFORM — (Same as duty uniform EXCEPT): 


a. Summer Blouse — navy blue with regulation gilt (gold) buttons and 
shoulder straps. NYPD/School Safety patches to be affixed “4 inch 
below shoulder seam on both sleeves, with appropriate service 
stripes/hash marks affixed 


b. Shoes — black, high gloss (manufactured using the poromeric or 
clarino process) lace type oxford shoes with flat soles and raised 
heels. 

NOTE Summer blouse is to be worn as dress uniform only. It is not authorized for everyday use. 


Duty jacket may be worn as an outer garment at ceremonies, only at the direction of the 
Commanding Officer, School Safety Division. 


SCHOOL 14. Wear and maintain the same uniform as Level I and II except the 
SAFETY following items: 
AGENT LEVEL a. Insignia — Level HI agents will wear the appropriate silver colored 
UI cloth chevrons on both sleeves, in addition to yellow metal 
“School Safety” insignia on both collars of shirt 
b. Trousers — navy blue with 1 % inch wide navy blue braid down 
both leg seams 
C. Nameplate — yellow metal with last name printed in black letters. 


SUPERVISOR 15. Wear and maintain the same uniform as Level III (without chevrons) 


OF SCHOOL except for the following items: 

SECURITY/ a. Cap — blue eight point cap, gilt (gold) chinstrap and gold 
ASSOCIATE unnumbered cap device. No baseball cap is authorized 
SUPERVISOR b. Shirt — white, long/short sleeve uniform shirt with NYPD/School 
OF SCHOOL Safety patches 4 inch below shoulder seam on both sleeves, with 
SECURITY appropriate service stripes/hash marks affixed 


(1) Associate supervisor of school security will NOT wear 
service stripes/hash marks 
C. Insignia — supervisors will wear silver (white metal) rank insignia, 
as appropriate (1.e. silver (white metal) bar for supervisor of school 
security, and two silver (white metal) bars for associate supervisor 
of school security, both to be worn on the collar of the shirt as well 
as the shoulder straps of the duty jacket and summer blouse). 
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SCHOOL 
SECURITY 
MANAGER/ 
DEPUTY 
DIRECTOR 
AND 
DIRECTOR OF 
PATROL 
OPERATIONS 


ADDITIONAL 
DATA 


16. Wear and maintain the same uniform as_ supervisor of school 
security/associate supervisor of school security except for the following 
items: 

a. Optional coat — navy blue double—breasted trench coat. Garments 
must be converted for uniform use by adding insignia on shoulder 
straps, two NYPD/School Safety patches on upper right and left 
sleeves, replace the eight buttons with eight large NYPD yellow 
metal buttons and add two small yellow metal buttons to the 
shoulder straps 

b. Insignia — Silver (white metal) insignia of rank, to be worn on 
collar of shirt as well as shoulder straps of duty jacket and summer 
blouse: 

(1) School security manager will wear silver (white metal) oak 
leaf (with oak leaf stems pointing away from individual 
wearing them to the left and right) 

(2) Deputy director will wear silver (white metal) spread eagle 
insignia 

(3) Director of patrol operations will wear silver (white metal) 
star insignia. Additionally, director of patrol operations 
will wear the supervisor of school security hat with gilt 
(gold) spray design on visor. 


All civilian uniformed members of the service will make seasonal changes as indicated 
by the Patrol Guide regarding the wearing of duty jackets and short sleeve shirts. 


During January and July of each year, each civilian member of the service who is 
authorized to operate a Department vehicle, will present a valid New York State driver’s 
license to their commanding officer. 


The provisions of A.G. 304-07, “Personal Appearance” regarding grooming and 
personal appearance will be followed by all uniformed civilian members of the service 


except those assigned to Fleet Services Section, civilian members in the title of motor 
vehicle operator (MVO), and in cases of legitimate medical conditions or religious 
observances. 


Civilian members of the service are strictly prohibited from wearing the nylon 
windbreaker jacket, on or off duty, unless specifically authorized (e.g., civilian Trauma 
Counseling Team members). 
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Section: Civilian Personnel Procedure No: 319-04 


ANNUAL LEAVE BALANCE (SUB-MANAGERIAL) 


DATE EFFECTIVE: LAST REVISION: PAGE: 
12/14/22 LO. 121 1 of 5 


PURPOSE To regulate annual leave of sub-managerial civilian members of the service. 


DEFINITION ANNUAL LEAVE ALLOWANCE - Combined vacation, personal business and 
religious holiday leaves. (Civilian members of the service may not use their annual 
leave allowance until they have completed four months of service, with the 
exception of religious holiday observances). 


PROCEDURE When a civilian member submits a Digital Leave of Absence Request using the 
Centralized Personnel Resource (CPR) System. 


COMMANDING 1. Render a decision within seven working days of submission, except: 


OFFICER/ a. Requests which cannot be approved at the local level. 
SUPERVISORY b. Requests for leave during summer peak vacation period. 
HEAD C. Requests for any leave when a schedule has been established for 


submission and approval of leave requests. 


NOTE Digital Leave of Absence Requests_may not be submitted more than ten working days in 
advance of the requested leave, except for scheduled leaves. Once a leave request has 
been approved, the approval may not be rescinded, except in writing by the Chief of 
Personnel, or in an emergency, by direction of the Chief of Department. 


In addition, civilian members of the service with the capability to enter leave of absence 
requests direct into CityTime, are also required to prepare a Digital Leave of Absence 


Request. 
zy, Grant leave to members of the service working regularly scheduled 
standard work week of five seven hour or five eight hour work days, as 
follows: 
YEARS IN SERVICE ANNUAL LEAVE* MONTHLY ACCRUAL 
ALLOWANCE 
At the beginning of member’s 1*' year 15 work days 1 and '4 days per month 
At the beginning of member’s 2" year 15 work days 1 and '4 days per month 
At the beginning of member’s 3 year 15 work days 1 and '4 days per month 
At the beginning of member’s 4" year 15 work days 1 and '4 days per month 
At the beginning of member’s 5" year 20 work days 1 and 2/3 days per month 
At the beginning of member’s 8" year 25 work days 2 and 1/12 of a day per month 
At the beginning of member’s 15" year 27 work days 2 and '4 days per month 


*TOTAL AFTER ONE FULL YEAR AT MONTHLY ACCRUAL RATE. 
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COMMANDING | 3. Grant leave for part-time, per annum, hourly, per diem, per session, and 


OFFICER/ seasonal civilian members, who work at least one half the regular hours 
SUPERVISORY of full time members, as follows: 
HEAD 
(continued) 
YEARS IN SERVICE ACCRUAL 

At the beginning of the member’s |* year 1 hour for 15 hours worked 

At the beginning of the member’s 5" year 1 hour for 11 hours worked 
NOTE Civilian members of the service, whose leave entitlements are controlled by wage 


determination (i.e., Section 220 employees), are not covered by this Administrative 
Guide procedure. Any questions relative to their leave eligibility should be directed to 
the Deputy Commissioner, Labor Relations. 


For purposes of calculating annual leave, the VACATION YEAR is interpreted to begin 
May Ist and end April 30" for sub-managerial personnel. 


4. Approve use of annual leave as it accrues, in units of one hour or more, 
(minutes are only authorized for tardiness), needs of the service 
permitting. 

5. Give annual leave credit to civilian personnel receiving Worker’s 
Compensation, although absent for first 6 months. 

6. Give full month credit to member in full pay status for at least 15 
calendar days in a month. 

Ve Deduct full month credit for every 30 days accumulated leave without 
pay during the year. 

8. Credit civilian member of the service with month for each 30 days 
worked, even though member worked fewer than 15 days per month. 

9. Have annual audit conducted on April 30" for sub-managerial civilian 
personnel. 

10. Carry over, until it can be liquidated, any portion of member’s annual 
leave which is postponed, in any year, at the written request of the Chief 
of Personnel. 

11. Request approval of Chief of Personnel to carry over unused vacation 


allowance from previous year to present year. 


NOTE A civilian member’s leave balance may not exceed a two year total as of April 30th each 
year. However, an exception to this policy may be granted when a member of the service 
makes written application to the Chief of Personnel requesting postponement of annual 
leave. 

A civilian member’s annual leave balance may exceed the two year total as the 
adjustment will only be made on April 30th of each year. 
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Transfer all vacation days in excess of a two year accrual to the member’s 


OFFICER/ sick leave balance each April 30th, except when postponement is granted 
SUPERVISORY by the Chief of Personnel. 

HEAD 13. Charge use of smaller units (minutes) against annual leave for time due to 
(continued) tardiness. 

a. Lateness caused by verified major failure of public transportation, 
widespread power failure or other reason of similar severity will 
be excused. 

14. Charge use of smaller units against annual leave for civilian members of 
the service, designated by employee organizations, engaged in the 
following types of union activity: 

a. Organization and recruiting 

b. Solicitation of members 

C. Attendance at meetings or conventions 

d. Collection of dues 

e. Distribution of pamphlets, circulars and other literature 

f. Administration of welfare, security or annuity funds 

g. Appearance before or conference with members or committees of 
State Legislature or Congress 

h. Holding of press conferences and preparation and distribution of 
press releases 

1. Appearance in court 

J. Pension counseling 

k. Administrative or office work 

l. Any other activity inconsistent with provisions of the Mayor’s 
Executive Order may be approved by Commissioner of Labor 
Relations. 

NOTE A civilian member of the service may also select leave without pay for activities as 


outlined above. 


i. 


16. 


17. 


18. 


Direct civilian members take annual leave allowance at times convenient 
to Department. 

Request written approval from the Chief of Personnel which will permit a 
permanent member of the service, in an exceptional and unusual 
circumstance, to use up to two weeks annual leave before it 1s earned. 
Assure that sick leave and annual leave balances of a permanent member 
are transferred when member of the service is transferred or appointed to 
a new position. 

Request Chief of Personnel to restore unused sick leave and vacation 
balances of reinstated civilian member who resigned or was laid off. 
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ADDITIONAL The following five subdivisions shall apply to civilian members who work seven hour, 
DATA seven and one-half or eight hour days: 


(1) A “holiday leave bank” shall be established for each member covered under this 
section. The bank shall be credited with holiday leave time equal to one-fifth the number 
of hours in the respective member’s work week as each of the twelve holidays listed in 
A.G. 319-06, “Civilian Member - Holidays (Sub-Managerial)” occurs. 


(2) The total holiday leave credits granted per annum shall be based on the number 
of hours in the respective civilian member’s work week and shall not exceed the 


following schedule: 
Number of Hours Maximum Annual Holiday 
in Work Week Leave Credits 
35 84 Hours 
37 'h 90 Hours 
40) 96 Hours 
(3) Except as provided in Section 3 (b) below, when a civilian member does not 


work on one of the regular holidays, a number of hours equal to the number of hours in 
the member’s regularly scheduled work day shall be subtracted from the member’s 
“holiday leave bank.” 

(a) A civilian member of the service who works on any of the regular holidays shall 
be compensated in accordance with the “Regulations Governing Compensatory Time 
Off, Compensation of Overtime, and Meal Allowance for City Employees”, or the 
“Regulations Governing Payment for Work on Differential Shifts by Employees Subject 
to the Career and Salary Plan,” whichever is applicable. 

(b) When either the holiday or the day designated for observance occurs on a 
member’s scheduled day off and the civilian member does not work on such day, the 
member of the service shall accrue credits pursuant to paragraph 10 of these 


J 66 


regulations but no credits shall be deducted from the member’s “holiday leave bank.” 


(4) A civilian member of the service may be advanced holiday leave credits 
consistent with the maximum set forth in Section (2) above. Any resulting negative leave 
balance shall be charged against subsequent holiday accruals. If as of May I, of any 
year, a civilian member’s “holiday leave bank” has a negative balance, said balance 
shall be charged against the member’s annual leave. 


(5) The “Annual Leave Allowance” shall accrue on an hourly basis only for those 
civilian members of the service who work other than a regularly scheduled standard 
work week consisting of five seven hour, seven and one-half hour or eight hour days. 
The rate of accrual shall be based on the number of hours in the work week and the 
number years of service of the respective civilian members of the service as follows: 
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WORK WEEK YEARS SERVICE ALLOWANCE MONTHLY ACCRUAL 

40 hours Beginning with 15 216 hours 18 hours 

40 hours Beginning with & 200 hours 16 2/3 hours 

40 hours Prior to Beginning with 8 160 hours 13 1/3 hours 

37.5 hours Beginning with 15 202.5 hours 16 4% + 1 % hours at end 
of vacation year 

37.5 hours Beginning with 8 187.5 hours 15%+ 1% hours at end 
of vacation year 

37.5 hours Beginning with 5 150 hours 12 % hours 

35 hours Beginning with 15 189 hours 15 % hours 

35 hours Beginning with & 175 hours 14 % + 1 hour at end of 
vacation year 

35 hours Prior to Beginning 8 140 hours 11 2/3 hours 


The 1995 Municipal Coalition Memorandum of Economic Agreement amended sections 
of the 1990-1992 Citywide Agreement. Specifically, Lincoln’s Birthday was designated a 
floating holiday, and members of the service are authorized two days per year from their 
sick leave balances for the care of ill family members. Sections dealing with maximum 
sick leave for newly hired civilian personnel, night shift differential, and overtime were 
also modified. 


Civilian members in the following titles will also receive the annual leave allowance as 
stated above: 


Assistant Purchasing Agent Latent Print Examiner 

Associate Quality Assurance Specialist Principal Fingerprint Technician 
Bookbinder Purchasing Agent 

Buyer Quality Assurance Specialist 
Fingerprint Technician Senior Fingerprint Technician 


Fingerprint Technician Trainer 
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Section: Civilian Personnel Procedure No: 319-07 


CIVILIAN MEMBER - REPORTING SICK 


DATE EFFECTIVE: LAST REVISION: PAGE: 
03/07/23 R.O. 11 1 of 7 


To maintain confidentiality of civilian employee medical records and process 
sick reports of civilian members. 


SICK LEAVE PERIODS - Six month periods - January 1° to June 30" and July 
1*' to December 31". 


DOCUMENTED SICK LEAVE - Sick leave which requires a state licensed 
health practitioner to provide a written note. Only original document(s) are 
accepted unless extenuating circumstances as determined by commanding officer 
or designee. 


LICENSED HEALTH PRACTITIONER - One who is licensed by the state in 
which they practice to diagnose and certify illness or disability. 


When personal illness or injury prevents the proper performance of duty: 


lL Notify commanding officer/supervisory head in person, by competent 
messenger or telephone, two hours prior to scheduled tour, if possible, but no 
later than start of tour, when reporting sick or returning from sick report. 

a. If command is closed, report illness/injury before next business day. 

2, Complete a CIVILIAN SICK LEAVE REPORT (PD429-123), sign 
and attach all medical documentation to the form and submit to the 
commanding officer/supervisory head immediately upon return to duty. 


If sick leave is for an approved Family and Medical Leave Act (FMLA) condition, 
indicate whether leave is for personal or family illness. In accordance with citywide 
guidelines on the Family and Medical Leave Act, any approved FMLA leave must be 
used concurrently with paid leave balances. Guidelines pertaining to FMLA may be 
obtained from your personnel officer or from the Military and Extended Leave Desk. 


22 Notify commanding officer/supervisory head once every five working 
days when on sick report. 
4, Request attending licensed health practitioner to furnish written note after 


twelve working days, and every thirty calendar days thereafter and submit 
to commanding officer/supervisory head. 


5. Civilian member must provide a written note from a health practitioner 

when: 

a. On sick leave more than three consecutive work days 

b. On undocumented sick leave more than five times in any sick leave 
period 

C. On undocumented sick leave more than four times in a sick leave 
period on the day before or following a holiday or scheduled day-off 

d. All accrued leave has been used and leave without pay is now 


requested due to illness/inyury 
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CIVILIAN 
MEMBER 
(continued) 


NOTE 


SUPERVISOR 
ACCEPTING 
SICK REPORT 


NOTE 


MEDICAL 
DIVISION 
SICK DESK 
SUPERVISOR 


COMMANDING 


OFFICER/ 


SUPERVISORY 


HEAD 


Civilian members covered by the citywide contract may elect to take sick leave without pay 
after all accrued sick leave is exhausted, while retaining their accrued annual leave balance. 


S Informed that a series of three or more medical appointments for 
one day or less are required. Treatment schedule MUST be listed. 
(Such visits are considered documented sick leave) 

f. Member is under the Absence Stepping Procedure. 


A civilian member who is required to have an original written note as per step 5, items 
“b” and “c” above, will continue to submit documentation each time reporting sick until 
the member has completed a sick leave period without reporting sick more than two times. 


6. Inquire of civilian member as to their well-being and if member is 
presently confined to a hospital or will be so confined. 
a. Place civilian member of the service on sick report via Medical 
Division Sick Reporting System. 


Civilian member’s answers to the supervisor’s inquiries as to hospitalization are strictly 
voluntary. Information received is to be treated in a confidential manner, in the same 
manner as medical records. Members with any questions concerning the above should 
contact the Legal Bureau. 


): Notify the Medical Division’s Sick Desk supervisor immediately of the 
following, 1f civilian member of the service is hospitalized: 
a. Member’s name, 
b Title, 
C. Tax number, 
d Any condition that interferes with member’s ability to perform 
functions of position, if known, 
e. Anticipated return-to-work date, 
f. Hospital of confinement, 
g. Date of admission. 
8. Direct member to notify their command upon release from hospital, if 
applicable. 
9, Enter information of civilian member listed in step “7” above in Medical 


Division’s Hospitalization Log. 


10. Notify sick member by telephone or have notification made by radio 
motor patrol car, if member concerned is delinquent in complying with 
steps 3 and 4 above. 


a. Have entry made of notification in appropriate Department record. 

b. Have registered letter forwarded to member, return receipt requested, if 
unable to notify by telephone or radio motor patrol car. 

C: Include in notification statement that failure to report as required 


may result in termination of employment. 
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COMMANDING 11. 


OFFICER/ 


SUPERVISORY 


HEAD 
(continued) 


COMMANDING 16. 


OFFICER, 
MEDICAL 
DIVISION 


NOTE 


COMMANDING $17. 


OFFICER, 
MEDICAL 
DIVISION 


COMMANDING 18. 


OFFICER/ 


12. 


13. 


Have report prepared on Typed Letterhead, requesting termination of member 
who fails to communicate with commanding officer/supervisory head within 
twenty consecutive workdays after being notified of delinquency, including: 
Title, full name 

Date of appointment 

Date assigned to present command 

Date of current sick leave and prior sick leave 

Dates and times of documented attempts to advise civilian 
member of Department’s reporting requirements. 

Forward report to Commanding Officer, Professional Standards Bureau 
(through channels) and notify the Performance Analysis Section, Civilian 
Monitoring/Evaluation Unit. 

Notify Commanding Officer, Medical Division when a civilian member 
on sick leave is suspected of malingering. 

Investigate illness/injury claimed or location of civilian member during sick 
leave when circumstances warrant or when requested by Chief of Personnel. 
Report results of investigation to Chief of Personnel. 


eonosPp 


Have police surgeon examine member suspected of malingering when 
requested by commanding officer concerned or Chief of Personnel. 


The police surgeon will visit the sick member, verify the illness/injury claimed and 
location of member during sick leave, and report condition of civilian member to 
Commanding Officer, Medical Division. 


SUPERVISORY 


HEAD 


NOTE 


Report results of surgeon’s visit, on Typed Letterhead, to Chief of Personnel if 
surgeon finds after examination, that: 


a. Member is malingering. 
b. Member 1s NOT malingering but was examined at direction of 
Chief of Personnel. 


Interview member after return to duty regardless of duration of sick leave. 


Approval of sick leave is discretionary. If abuses of sick leave provisions are indicated, 
the commanding officer concerned may request the sick/injured member to submit proof 
of such illness/injury. The commanding officer may then approve/disapprove the leave 
based on the documentation provided. 


19. 


Enter the results of absence interview on reverse side of ABSENCE 
AND TARDINESS RECORD (PD433-145). Both member and 
supervisor must initial back of absence and tardiness record and enter the 
word “sick” under reasons. 
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COMMANDING 20. Have rear of ABSENCE AND TARDINESS RECORD duplicated if 


OFFICER/ member was warned and admonished during interview process. 
SUPERVISORY a. Give member duplicated copy. 
HEAD 21, Confer with Civilian Monitoring/Evaluation Unit and Department 
(continued) Advocate’s Office prior to: 

a. Preparing disciplinary charges when a member has exhausted sick 


leave allowance, alleges an illness/injury, and takes other leave 
without prior approval, with or without pay, and fails to document 
such illness/injury. 

b. Instituting an action for medical incompetence when member has 
an excess of absences for various medical reasons over a prolonged 
period of time and member 1s unable to perform regularly. 

22. ‘Forward original CIVILIAN SICK LEAVE REPORT with all medical 
documents attached to the commanding officer. Forward only the second 
copy (without medical documentation) to the timekeeper. 


COMMANDING 23. Ensure 1*' copy of the CIVILIAN SICK LEAVE REPORT is filed by 
OFFICER authorized personnel with any related medical documentation attached, in 
chronological order, in a confidential sick documentation folder within 
the command. 
a. Maintain a separate confidential sick documentation folder for 
each member of the command. 


TIMEKEEPER = 24. Determine the proper event code, enter it on the CIVILIAN SICK 
LEAVE REPORT, and make appropriate entries on the Electronic 
Timesheet. 
25. File only the 2™ copy of the CIVILIAN SICK LEAVE REPORT, in 
chronological order in the member’s personal folder, next to their 
ABSENCE AND TARDINESS RECORD and CIVILIAN RECORD OF 
SUPERVISORY CONFERENCES (SUB-MANAGERIAL) (PD433-1411). 


COMMANDING 26. Ensure that all Department property is surrendered on last tour of duty 


OFFICER/ and indicate such on PROPERTY RECEIPT - DISCONTINUANCE 
SUPERVISORY OF SERVICE (PD520-013), for all Department approved leave grants 
HEAD and leave of absence without pay of thirty days or more. 


ZH, Ensure the distribution oof PROPERTY RECEIPT - 
DISCONTINUANCE OF SERVICE, as follows: 
a. Original - Military and Extended Leave Desk 
b First copy - member requesting leave 
C. Second copy - command file 
d Remaining copies — member’s Personal Folder. 
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28. Forward NYPD Restricted Parking Permits (Misc. 23-N) and 
Headquarters Annex Parking Permits (Misc. 814HQ-Annex), by 
messenger, to the Chief of Department’s Vehicle Identification Unit. 

29. Forward shield, if applicable, and/or IDENTIFICATION CARD 
(PD416-091), by messenger, to Shield, ID and Uniformed Services Unit, 
and obtain receipt. 


Members on military leaves of absence of thirty days or more may retain their 
IDENTIFICATION CARD. 


The Confidential Sick Documentation Folder will only be accessible to the 
commanding officer, executive officer, integrity control officer, operations coordinator, 
principal administrative associate or other members authorized by the commanding 
officer to have access to the records for the proper discharge of their duties. 


The medical documentation submitted by civilian employees contains confidential medical 
information and therefore will be maintained separately from the personnel folder. The 
commanding officers will maintain all sick documentation/records for each civilian 
employee assigned to the command in a separate medical folder and store such folders in a 
locked file cabinet. This information may not be kept with other personnel information. 


The supervisory head of each command will interview civilian members after return to 
duty regardless of duration of sick leave. The supervisory head will instruct the 
timekeeper to make the appropriate entries on the front and back of the ABSENCE 
AND TARDINESS RECORD ensuring that no medical information is listed. The 
ABSENCE AND TARDINESS RECORD will contain the results of the interview 
conducted regarding the employee’s use of sick leave, compliance with Department 
regulations and any required entries under A.G. 318-24, “Absence and Tardiness 
Record (Civilian Members of the Service).” 


The Confidential Sick Documentation Folder of every civilian member of the service 
remains confidential even if they resign, retire, or are terminated. All employees who 
possess or have access to medical information, or who become aware of medical 
information, are prohibited from discussing or disclosing such information except as 
necessary for official purpose(s). The Personnel Bureau and Deputy Commissioner, 
Legal Matters and their sub-units may release confidential medical information upon 
request. This prohibition applies to disclosures to other members of the service as well 
as members of the public. Anyone who violates the confidentiality requirements for 
medical records/information will be subject to discipline. 


In the event that an employee transfers, retires or resigns, or is otherwise separated 
from service, their sick documentation folder will be forwarded to the proper command 
in a confidential envelope addressed to the commanding officer of the new command. 


If an employee is transferred to the Military and Extended Leave Desk, their sick 
documentation folder and personal folder will remain at the permanent command. 


Commanding officers will ensure that all members of the service assigned to their 
command are made aware of the manner in which sick leave records for civilian 
members are to be maintained in accordance with this procedure. 
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ADDITIONAL Civilian members are granted one day sick leave for each month of service. Sick leave 
DATA may be used as it accrues. Some civilian employees hired on or after July I, 2004 may 
(continued) accrue sick leave at a lesser rate. Sick leave is granted to permanent, provisional or 


temporary members who work a regularly scheduled, standard work week of seven, and 
seven and one half or eight hour days and can only be used for personal illness of 
member (see exceptions below regarding care of ill family members). 


The normal minimal unit of sick leave which may be charged against the member is one 
half day. However, sick leave, which is approved by the commanding officer, may be 
taken in units of one hour. In such case, a member will be considered sick “one time” 
when the units accumulated amount to one half day. 


When a civilian member has been recommended for relief from duty by a medical 
practitioner acting on behalf of the Medical Division, the time granted shall be 
considered documented sick leave for the day of the relief from duty only, unless 
otherwise specified by the Medical Division. 


Commanding officers are required to requisition a sufficient number of CIVILIAN 
SICK LEAVE REPORT forms from the Quartermaster Section and ensure that each 
civilian member assigned to his command receives several copies of the form for 
subsequent use. 


The following section shall apply only to civilian members who work OTHER THAN a 
regularly scheduled standard work week consisting of five days, seven hours, seven and 
one-half hour or eight hours per day: 


WORK WEEK MONTHLY ACCRUAL CONVERSION RATE 
40 hours & hours 7 hours per day 

37 %2 hours 7 % hours 7 % hours per day 

35 hours 7 hours & hours per day 


All requests for leave shall be in terms of hours. 


All part time, per annum, per diem, per session, hourly and seasonal members who 
regularly work at least one half the hours in the required work for full-time members in 
the same title, shall accrue sick leave credits of one hour of leave for every twenty hours 
actually worked with no maximum sick leave balance. 


Sick leave may be granted by the Chief of Personnel provided civilian members submit 


proof of disability. 


A civilian member’s annual leave shall be changed to sick leave during a period of 
verified hospitalization. In addition, if a member is seriously disabled, but not 
hospitalized while on annual leave, the Chief of Personnel may, at his discretion, 
approve a change of such leave to sick leave. 


Sick leave credits cannot be earned for the period a civilian member is on leave of 
absence without pay. For the earning of sick leave credits, the time recorded on the 
payroll at the full rate of pay and the first six months of absence while receiving 
Worker’s Compensation payments shall be considered as time “served” by the member. 


NEW ¢ YORK ¢ CITY ¢ POLICE * DEPARTMENT 
40 


ADMINISTRATIVE GUIDE 


319-07 03/07/23 R.O. 11 


ADDITIONAL In the calculation of sick leave credits, a full months credit shall be given to a member 
DATA who has been in full pay status for at least fifteen calendar days during that month, 
(continued) provided however that: 

(a) Where a member has been absent without pay for an accumulated total 


of more than thirty calendar days in the vacation year, the member shall 
lose the sick leave credits earnable in one month for each thirty days of 
such accumulated absence even though in full pay status for at least 15 
calendar days in each month during this period and: 


(b) If a member loses sick leave credits under this duty for several months 
in the vacation year because the member has been in full status for 
fewer than 15 days in each month, but accumulates during said months 
a total of thirty or more calendar days in full pay status, the member 
shall be credited with the sick leave credits earnable in one month for 
each thirty days of such full pay status. 


At the discretion of the Chief of Personnel, civilian members, except provisional and temporary 
members who have exhausted all earned sick leave and annual leave balances due to personal 
illness may be permitted to use unearned sick leave allowance up to the amount earnable in one 
year of service, chargeable against future earned sick leave. Such requests must be forwarded to 
the Chief of Personnel, through channels and approved prior to advancement. 


At the discretion of the Chief of Personnel, permanent civilian members may also be 
granted sick leave with pay for three months after ten years of city service after all 
credits have been used. In special instances sick leave with pay may be further extended, 
with the approval of the Chief of Personnel, who shall be guided in this matter by the 
nature and extent of illness and the length and character of service. Such requests must 
be forwarded to the Chief of Personnel through channels. If this type of leave is 
approved, the member DOES NOT earn any annual or sick leave while on this special 
leave. In cases of protracted illness, a health practitioner’s certificate shall be 
presented at the end of each month of continued absence. 


The commanding officer/supervisory head of members who have exhausted all sick and 
vacation leave and who will be on sick leave for thirty days or more will contact the 
Military and Extended Leave Desk for instructions relative to transferring such members 
to that unit. 


The commanding officer/supervisory head of members requesting the advancement of 
sick leave or the discretionary sick leave with pay grant should contact the Employee 
Resources Section, Civilian Employee Services Unit for instructions relative to these 
procedures. 


Article V, Section 5(a)(ii) of the 1990-92 Citywide Agreement is amended as follows: 


Notwithstanding the provision of Section 5 (a) (I), members may use three days per year 
from their sick leave balances for the care of ill family members. Approval of such leave 
is discretionary with the agency, and proof of disability (illness or injury) must be 
provided by the member satisfactory to the agency within five days of the member’s 
return to work. 
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CIVILIAN MEMBER - LATENESS POLICY 


DATE EFFECTIVE: LAST REVISION: PAGE: 
11/18/21 L.O. 110 1 of 2 


To record, monitor, and discipline civilian lateness. 


At the beginning of a scheduled tour, a civilian member of the service will be 
granted a five minute grace period and the lateness will be classified as 
“excused.” When the lateness extends beyond the five minute grace period, the 
full period of time between the scheduled reporting time and the actual reporting 
time shall be charged against such member. A civilian member whose starting 
time is 0900 hours, and who reports to work at 0905 hours would not be “late’’. 
A civilian member of the service with such a starting time who reports to work at 
0906 hours would be charged with six minutes of lateness. The only exception to 
the above is lateness found by the unit supervisor/commanding officer to have 
been caused by transportation circumstances beyond the control of the tardy 
civilian member of the service. This would be considered an “excused” lateness. 
The tardy civilian member may be required to furnish proof of the lateness and a 
request for excusal shall not be unreasonably denied. A refusal to excuse a 
lateness may be appealed to the Deputy Commissioner, Labor Relations, through 
channels. 


Civilian members of the service on a flextime schedule do not have a grace period 
beyond their flex. 


When a civilian member of the service reports to work after scheduled starting 
time, upon return from meal, or other scheduled non-work period: 


l. Determine whether lateness is to be classified as “excused” or 
“unexcused.” 

Di Have entry made on the calendar and interview portion of the ABSENCE AND 
TARDINESS RECORD (PD433-145), indicating “unexcused” latenesses. 


All unexcused tardiness must be recorded since this information may be used to form the 
basis for subsequent disciplinary action, termination proceedings, and when preparing 
PERFORMANCE EVALUATION-CIVILIAN (SUB-MANAGERIAL) (PD439-152). 


3, Deduction for unexcused lateness shall be made on a minute for minute 
basis from any compensatory time standing to a member’s credit and then, 
if there 1s no such credited time, from the member’s annual leave balances. 


4. Have member’s immediate supervisor notify member of amount of leave 
deducted, within two days of unexcused lateness. 

>. Review member’s attendance record, for at least the preceding twelve 
month period, prior to conducting an interview. 

6. Conduct an interview with member concerned regarding the Department’s 


lateness policy. 
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COMMANDING 7. Enter details of interview as required on the ABSENCE AND 


OFFICER/UNIT 
SUPERVISOR 
(continued) 


NOTE 


ADDITIONAL 
DATA 


TARDINESS RECORD. 

8. Issue warnings to member concerned for unexcused lateness, under the 
following circumstances: 

a. FIRST WARNING: Upon fourth occurrence within a twelve 
month period. Determine methods to assist the employee to 
improve (i.e., tour change, chart change, etc.), consistent with the 
needs of the Department. 

b. SECOND WARNING: Upon fifth occurrence within a twelve 
month period. Advise member that additional unexcused lateness 
may result in disciplinary action. 

C. THIRD WARNING: Upon sixth occurrence within a twelve 
month period. Advise member that a seventh or subsequent 
unexcused lateness within a twelve month period will result in 
disciplinary action. 


The results of these interviews will be recorded on ABSENCE AND TARDINESS 
RECORD. 


9. Institute disciplinary action for seven or more unexcused latenesses 
within a twelve month period. 


These regulations do not prohibit a commanding officer/unit supervisor from taking 
appropriate disciplinary action when a member’s unexcused lateness is for an excessive 
length of time or where overall attendance record warrants such action prior to the 
seventh occurrence in a twelve month period. 


This procedure does not apply to  managerial/confidential members, police 
communication technicians, and members required to relieve another member of the 
service in order to maintain continuity of operations. 
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PURPOSE 


PROCEDURE 


MEMBER OF 
THE SERVICE 


NOTE 


DESK OFFICER 


NOTE 


PATROL GUIDE 


Section: Department Property Procedure No: 219-21 


LOST/STOLEN FIREARM, SHIELD, IDENTIFICATION CARD 


DATE EFFECTIVE: LAST REVISION: PAGE: 
02/16/22 LO. 13 1 of 3 


To investigate circumstances when a member of the service (uniformed or 
civilian) reports a lost/stolen firearm, police shield or IDENTIFICATION 
CARD (PD416-091). 


When a member of the service discovers the loss/theft of a firearm, shield or 
IDENTIFICATION CARD: 


l. Notify desk officer, precinct of occurrence, immediately. 


In Nassau or Suffolk counties, notify desk officer, 105th Precinct. In Westchester, 
Orange, Putnam or Rockland counties, notify desk officer, 50th Precinct. If loss/theft 
occurs in other than New York City or the residence counties, notify Operations Unit 
direct. In addition, the local police agency will be notified immediately and requested to 
transmit a FINEST notification to this Department. 


Zz. Prepare part “A” of LOST/STOLEN FIREARM/SHIELD/I.D. CARD 
REPORT (PD520-150). 

a. If loss/theft occurred outside city, the desk officer or Operations 

Unit member receiving the report will prepare both parts “A” and 
“B” of the report. 

3, Report loss/theft to commanding officer at first opportunity and include 
all information available. 


4. Make a Command Log entry of facts. 

a. If member reporting loss/theft is not assigned to precinct of report, 
prepare and forward a transcript of the Log entry to the member’s 
commanding officer. 

Notify commanding officer/duty captain and Operations Unit immediately. 

Prepare part “B” of LOST/STOLEN REPORT. 

7: Ensure that COMPLAINT REPORT (PD313-152) is finalized and alarm 
transmitted. 


aed, 


A COMPLAINT REPORT will not be prepared nor will an alarm be transmitted if the 
loss/theft occurred outside New York City. However, a Command Log and/or Telephone 
Record entry will be made. 


8. Notify Internal Affairs Bureau Command Center and enter Internal 
Affairs Bureau log number under “Details” on COMPLAINT REPORT, 
if prepared, or in Telephone Record, if COMPLAINT REPORT is not 
prepared. 


NEW ¢ YORK ¢ CITY ¢ POLICE * DEPARTMENT 


45 


PATROL GUIDE 
DATE EFFECTIVE: PAGE: 


219-21 02/16/22 10. 13 


COMMANDING 
OFFICER/ 
DUTY CAPTAIN 


NOTE 


MEMBER’S 
COMMANDING 
OFFICER 


NOTE 


MEMBER OF 
THE SERVICE 


9. Conduct immediate investigation. 
a. Communicate, by telephone, with agency receiving report, if 
loss/theft occurred outside New York City. 
b. Interview member of the service concerned reporting loss/theft, by 


telephone, if necessary. 
10. Prepare part “C” of LOST/STOLEN REPORT. 
a. Include recommendation concerning negligence by member of the 
Service. 
11. Prepare SUPERVISOR’S COMPLAINT  REPORT/COMMAND 
DISCIPLINE ELECTION REPORT (PD468-123), if circumstances warrant. 
12. Distribute LOST/STOLEN REPORT as indicated on bottom of form. 
13. Forward SUPERVISOR’S COMPLAINT REPORT/COMMAND 
DISCIPLINE ELECTION REPORT to commanding officer of 
member reporting loss/theft. 


If the duty captain conducts the investigation, a copy of the SUPERVISOR’S 
COMPLAINT REPORT/COMMAND DISCIPLINE ELECTION REPORT will be 
filed in the permanent command of the duty captain. 


14. Have notation made on member’s FORCE RECORD (PD406-143) of time 
and date of the Command Log entry concerning the loss/theft of firearm. 
15. Determine if disciplinary action should be taken. 


When it has been determined that disciplinary action should be taken for the loss of or 
failure to safeguard a firearm, a consultation with the Department Advocate’s Office 
will be made to determine appropriate disciplinary action. 


16. Initiate command discipline or formal charges, if circumstances warrant. 

17. Enter disposition on SUPERVISOR’S COMPLAINT REPORT/ 
COMMAND DISCIPLINE ELECTION REPORT and file. 
a. Forward duplicate copy of LOST/STOLEN REPORT, through 

channels, to Department Advocate (Schedule B cases only). 

18. Prepare part “D” of LOST/STOLEN REPORT giving particulars and/or 
results of investigation and any action taken or contemplated. 

19. Distribute LOST/STOLEN REPORT as indicated on rear of form. 


20. Report to Commanding Officer, Employee Resources Section to obtain a 
new shield or IDENTIFICATION CARD. 
a. Return to permanent command and request clerical member to 
enter new shield number on FORCE RECORD. 
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PATROL GUIDE 


219-21 10.13 
ADDITIONAL Members of the service assigned to Police Headquarters whose _firearm/shield/ 
DATA IDENTIFICATION CARD is lost/stolen within the confines of the 5th Precinct will 


immediately report the loss/theft to the Headquarters Security Unit. Members of the 
service assigned to the Police Academy or units within the Police Academy facility (other 
than 13th Precinct personnel) whose _ firearm/shieldIDENTIFICATION CARD is 
stolen/lost within the confines of the 13th Precinct will immediately report the loss/theft of 
firearm/shield IDENTIFICATION CARD to the Police Academy Integrity Unit. A 
captain or above from the reporting members command will conduct the investigation, 
prepare the LOST/STOLEN FIREARM/SHIELD/I.D. CARD REPORT, and_ the 
SUPERVISOR’S COMPLAINT REPORT/COMMAND DISCIPLINE ELECTION 
REPORT. Headquarters Security Unit or Police Academy Integrity Unit personnel will 
make the notifications required by the preceding procedure and COMPLAINT REPORT 
serial numbers will be obtained from the 5th or 13th Precinct, as appropriate. 


If the loss/theft of a shield occurs at a time when the Employee Resources Section is 
closed and the member concerned is scheduled to perform duty in uniform, the member 
will be assigned to duty in uniform without a shield until the Employee Resources 
Section opens the next business day. 


Reports of lost/stolen auxiliary police shields will be processed as directed in P.G. 207- 
12 “Lost or Stolen Property/Identity Theft.” The command clerk will enter in the box 
captioned “Additional Copies For” - Auxiliary Police Section. 


Auxiliary police shields coming into the possession of the Department, if not required as 
evidence, will be forwarded, with a report of the circumstances, to the Commanding 
Officer, Auxiliary Police Section. A PROPERTY CLERK INVOICE (PD521-141) is 
not required in such cases. 


FORMS AND COMPLAINT REPORT (PD313-152) 

REPORTS FORCE RECORD (PD406-143) 
IDENTIFICATION CARD (PD416-091) 
LOST/STOLEN FIREARM /SHIELD/LD. CARD REPORT (PD520-150) 
PROPERTY CLERK INVOICE (PD521-141) 
SUPERVISOR’S COMPLAINT REPORT/COMMAND DISCIPLINE ELECTION 
REPORT (PD468-123) 
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INTERIM ORDER 


SUBJECT: REVISION TO PATROL GUIDE 204-03, “UNIFORMS” 


DATE ISSUED: REFERENCE: NUMBER: 


06-24-21 | *P.G. 204-03, *A.G. 305-03 


l. In order to enhance operational efficiency and better reflect current practices, Patrol 
Guide 204-03, “Uniforms” is being revised and moved to the Administrative Guide. 


2. Therefore, effective immediately, Patrol Guide 204-03, “Uniforms” is SUSPENDED and 
the following new Administrative Guide procedure 305-03, “Uniforms” will be complied with: 


PURPOSE To ensure conformity for the duty uniform and training attire worn by members 
of the service, all items must conform in material/style to models sold/displayed 
at Equipment Section. 


POLICE CAP 
OFFICER Navy blue, black strap and chrome cap device bearing shield number. 
DUTY JACKET 


Waist length, navy blue, knit wristlets and waistband, and zip side vents, or 
Hip length, navy blue, concealed zipper front, gilt buttons, and zip side vents, or 
Waist length, navy blue, with NYPD reflective lettering on the rear. 


NAMEPLATE 
Worn on outermost garment, centered below shield. Nameplates for police 
officers are white metal; ranking officers and detectives will wear yellow metal. 


NAMEPLATE HOLDER 
Black leather designed to affix shield and nameplate. 


SHIRT 
NYPD dark blue, military type, with appropriate service stripes/hash marks, similar 
to sample sold at the Equipment Section. 


TIE 

Navy blue, breakaway type (must be worn when wearing dress uniform, 
administrative uniform (as described in A.G. 305-02, “Uniform Classifications’’), 
meetings, or as directed). 


TIE CLASP 
Regulation NYPD, to be worn with tie. 


BELT 
Black leather, with gunmetal buckle. 


DUTY TROUSERS 
Navy blue, (polyester and wool) with 4 inch braid attached. 
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POLICE 
OFFICER 
(continued) 


NOTE 


DETECTIVE 


SERGEANT 


SHOES/SOCKS 

Black, plain, smooth leather with flat soles and raised heels, or black high gloss shoes, 
except that material other than leather or high gloss plastic may be used for portion of 
ankle support shoe that is not visible below the pants leg. In addition, shoes commonly 
referred to as the “secret sneaker” are also permissible, provided that they generally 
conform in appearance to the regular duty shoe. Black leather jogging shoes, sneakers 
or shoes with visible lettering are not authorized wear. Only black socks will be visible 
when performing duty in uniform. 


GLOVES 
Black With duty jacket or winter coat, 
Leather When safety may be jeopardized, or while in Department vehicle. 


White cotton Not to be worn with duty jacket or while carrying baton. 
Traffic Duty Plain white wool (not required to be worn while performing RMP 
duty but must be available for use). 


INCLEMENT WEATHER GEAR 

Reversible raincoat with “NYPD” stenciled letters over the right breast and on the 
back of the jacket with reversible navy blue or lime green cap cover, hood and 
leggings. Shield and nameplate will be fastened on the raincoat over left breast, 
and cap device on the cap cover. (Wearing of leggings, cap cover, hood, solid 
black overshoes or solid black rubber boots is optional). 


Regulation black rubber reflective or reversible black/orange raincoat with reversible 
black or orange cap cover remain authorized. 


DRESS UNIFORM 

Winter Winter coat (navy blue fingertip length coat with regulation gilt 
[gold] buttons), uniform shirt and tie, OR 

Summer Summer blouse (navy blue with regulation gilt [gold] buttons and 


shoulder straps) worn with regulation uniform shirt and tie, OR blue 
long-sleeve regulation shirt with tie and tie clasp, when directed. 


Trousers Navy blue serge with appropriate braid on trouser leg. 

Shoes Black, high gloss lace type oxford shoes with flat soles and raised rubber 
heels, black socks. 

Gloves Black leather/white cotton, as appropriate. 

Cap Navy blue, black strap, chrome cap device. 


Uniform is the same as required for police officer, EXCEPT: 


CAP 
Gilt (gold) cap device (without shield number). 


Uniform is the same as required for police officer, EXCEPT: 


CAP 
Gilt (gold) cap device (without shield number) and gilt (gold) chinstrap. 


INTERIM ORDER NO. 54 
2 of 8 


50 


SERGEANT 
(continued) 


LIEUTENANT 


CAPTAIN 


TROUSERS 
1% inch braid attached. 


INSIGNIA OF RANK 

Three pointed chevrons, worn on sleeves of all outer garments except raingear 
and nylon windbreaker jacket. Gilt (gold) chevrons worn on the collar of the 
nylon windbreaker jacket. 


Uniform is the same as required for sergeant EXCEPT: 


CAP 
Frame is covered with black mohair braid. 


INSIGNIA OF RANK 

Gilt (gold) bar, worn on: 

a. Shoulders of duty jacket, summer blouse and winter coat 
b. Collar of regulation shirt and nylon windbreaker jacket. 


WINTER COAT 

Designated as follows: 

a. Shoulder straps 

b. 1’4 inch black mohair braid on sleeves 
C. Three gilt (gold) buttons on cuffs. 


SUMMER BLOUSE 

Designated as follows: 

a. 1’4 inch black mohair braid on sleeves 
b. Three gilt (gold) buttons on cuffs. 


SHIRT, LONG SLEEVE 
White, long sleeve uniform shirt without chevrons. Muniature insignia of rank 
will be worn on collar. 


SHIRT, SHORT SLEEVE (OPTIONAL) 
White, short sleeve uniform shirt without chevrons. Miniature insignia of rank 
will be worn on collar. 


Uniform is the same as required for lieutenant, EXCEPT: 


ALL WEATHER UNIFORM COAT 

OPTIONAL - Navy blue, double breasted trench coat. Authorized for use by 
captains and above. Garment must be converted for uniform use by adding insignia 
on the shoulder straps, two Police Department patches on the upper right and left 
sleeves, replace the eight buttons with eight large NYPD yellow metal buttons, and 
add two small yellow metal buttons to the shoulder straps. 
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CAPTAIN INSIGNIA OF RANK 
(continued) Two gilt (gold) bars, worn in the same manner as lieutenant’s insignia. 


WINTER BLOUSE 

OPTIONAL - Navy blue, similar in appearance to the summer blouse; made of 
heavier material, affords access to service pistol and other items worn on 
equipment belt, may be used with a zip-in lining. 


NOTE Captains and above will not affix service stripes/hash marks on their uniforms. 
DEPUTY Uniform is the same as required for captain, EXCEPT: 
INSPECTOR 

INSIGNIA OF RANK 


Gilt (gold) oak leaf, to be worn with oak leaf stems pointing away from 
individual wearing them to the left and right. 


CAP 
Frame covered with black velvet. 


INSPECTOR Uniform is same as required for deputy inspector, EXCEPT: 


INSIGNIA OF RANK 
Gilt (gold) spread eagle. 


DEPUTY Uniform is same as required for inspector, EXCEPT: 
CHIEF 
INSIGNIA OF RANK 
One gilt (gold) star worn in the same manner as inspector’s insignia. 


CAP 
Gilt (gold) spray design on cap visor. 


UNIFORM COAT 
Sleeves have two bands of black mohair braid. 


SUMMER BLOUSE 
Sleeves have two bands of black mohair braid. 


ASSISTANT Uniform is same as deputy chief, EXCEPT: 
CHIEF 
INSIGNIA OF RANK 
Two gilt (gold) stars, worn in same manner as deputy chief. 
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ASSISTANT 
CHIEF 
(continued) 


BUREAU 
CHIEFS 


CHIEF OF 


DEPARTMENT 


MEMBERS OF 
THE SERVICE 


NOTE 


NOTE 


EXECUTIVE NYLON WINDBREAKER JACKET 

Navy blue, sport collar style jacket with front snap closures. The front of the 
jacket is divided into two parts by reflective tape. The jacket will have gold 
letters “POLICE” affixed on the front. The rank of the executive will be in gold 
letters on the rear. The Department patch will be affixed to each sleeve below the 
shoulder seam. The shield on the front left breast of the jacket will be rank 
specific. Executives will wear insignia of rank on the collar. 


Uniform is same as assistant chief, EXCEPT: 


INSIGNIA OF RANK 
Three gilt (gold) stars worn in the same manner as assistant chief’s insignia. 


Uniform 1s same as required for assistant chief, EXCEPT: 
Four gilt (gold) stars worn in the same manner as assistant chief’s insignia. 
TRAINING ATTIRE FOR ALL MEMBERS OF THE SERVICE 


BUSINESS ATTIRE 
Appropriate workplace or job interview attire (1.e., suits, sport jackets, dress shirt 
and tie, pant and skirt suits, blouses and closed toe shoes, etc.). 


BUSINESS CASUAL ATTIRE 
Office appropriate attire (1.e., slacks, button down shirt/blouse, polo shirt, dress, 
skirt, sweater, flat shoes, closed toe shoes, etc.). 


PLAIN CLOTHES/TACTICAL TRAINING ATTIRE 

Long pants (that extend all the way to the top of the shoe), solid color plain polo 
shirt, t-shirt or long sleeve shirt (no graphics), shoes or sneakers with no visible 
markings, solid color jacket or coat. 


The following clothing items are prohibited when attending firearm qualification: shorts, 
skirts or capris; tank tops, sleeveless shirts or blouses; no low cut necklines or deep v- 
neck shirts; open toed shoes, sandals or shoes that expose the top of the feet. 


PHYSICAL TRAINING ATTIRE 
Solid colored t-shirt, shorts, sweatpants, sweatshirt (with no markings or visible 
emblems) and any color sneakers. 


All members of the service are reminded to present themselves in a professional manner. 
Members are expected to be well groomed and wear clean clothing free of holes and tears. 
Clothing that contains offensive of inappropriate designs, stamps or messages are not 
permissible. Wear Department Identification Card on outermost garment when not in 
uniform. 
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INSIGNIA OF RANK AND SHIELD 


RANK AND INSIGNIA 


CHIEF OF DEPARTMENT 
KR KK 
BUREAU CHIEF 
KKK 
ASSISTANT CHIEF 
KK 
DEPUTY CHIEF 
* 
INSPECTOR 
>... 


DEPUTY INSPECTOR 


oe 
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SHIELD 
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CAPTAIN 


LIEUTENANT 


SERGEANT 


DETECTIVE 


No Insignia 


POLICE OFFICER 


(me 


No Insignia 


3. REVISE any reference to Patrol Guide 204-03, “Uniforms” wherever it appears in the 
Department Manual to read 


“Administrative Guide 305-03, “Uniforms” ” 


4. Upon publication, this Interim Order has been incorporated into the On-Line Patrol Guide 
and On-Line Administrative Guide. 


5. Any provisions of the Department Manual or other Department directives in conflict with 
the contents of this Order are suspended. 
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BY DIRECTION OF THE POLICE COMMISSIONER 


DISTRIBUTION 
All Commands 
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OPERATIONS ORDER 


suBJECT: PAYROLL PROCEDURE - 2021-2022 SCHOOL CROSSING 
GUARD CALENDAR 


l. The New York City 2021 — 2022 school year commenced on September 13, 2021. The 
school year schedule of pay periods and pay dates for school crossing guards is as follows: 


PAY WEEK ETR EXCEPTION REPORTING PERIOD 
NUMBER FROM TO PAY DATE 
| 09/05/21 09/18/21 10/01/21 
2 09/19/21 10/02/21 10/15/21 
3 10/03/21 10/16/21 10/29/21 
4 10/17/21 10/30/21 11/12/21 
5 10/31/21 11/13/21 11/26/21 
me 6 11/14/21 11/27/21 12/10/21 
7 11/28/21 12/11/21 12/23/21 
8 12/12/21 225121 01/07/22 
9 12/26/21 01/08/22 01/21/22 
10 01/09/22 01/22/22 02/04/22 
11 01/23/22 02/05/22 02/18/22 
12 02/06/22 02/19/22 03/04/22 
sd 13 02/20/22 03/05/22 03/18/22 
14 03/06/22 03/19/22 04/01/22 
15 03/20/22 04/02/22 04/15/22 
16 04/03/22 04/16/22 04/29/22 
17 04/17/22 04/30/22 05/13/22 
18 05/01/22 05/14/22 05/27/22 
19 05/15/22 05/28/22 06/10/22 
20 05/29/22 06/11/22 06/24/22 
2 06/12/22 06/25/22 07/08/22 
me 22 06/26/22 07/09/22 07/22/22 


(**) Includes accrued vacation time payment for the following periods. 


PAY WEEK VACATION HOURS EARNED 
NUMBER FROM TO PAY DATE 
6 06/01/21 10/31/21 12/10/21 
13 11/01/21 01/31/22 03/04/22 
22 02/01/22 05/31/22 07/08/22 
2 Commanding officers will ensure that the contents of this Order are brought to the 


attention of members of their commands. 


BY DIRECTION OF THE POLICE COMMISSIONER 


DISTRIBUTION 
All Commands 
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POLICE DEPARTMENT 
CITY OF NEW YORK 


December 10, 2022 


From: Administrative Manager, Payroll Section 
To: All Timekeepers 
Subject: PMS Monthly Leave Processing Schedule for Calendar Year 2023 


Below is the PMS monthly leave-processing schedule for calendar year 2023. 


Leave Accrual Month Process Date Appears on Check Stub 
January 2023 02/11/23* 03/03/2023 
February 2023 03/11/23* 03/31/2023 
March 2023 04/08/23* 04/28/2023 
April 2023 05/13/23 05/26/2023 
May 2023 06/10/23 06/23/2023 
June 2023 07/08/23 07/21/2023 
July 2023 08/12/23* 09/01/2023 
August 2023 09/09/23* 09/29/2023 
September 2023 10/07/23* 10/27/2023 
October 2023 11/11/23 11/24/2023 
November 2023 12/09/23 12/22/2023 
December 2023 01/13/24* 02/02/2024 


Note that monthly leave processing occurs on a bi-weekly pay calculation weekend seven times next 


year (*). 


Since pay statements are calculated before monthly leave runs, the monthly accruals will appear on 


the pay statements produced for the next pay calc. Check the monthly production schedule to verify 


the dates that processing will take place each month. 


Monthly leave processing occurs after the first complete week of the month. (Example: January 2023 


accruals will be processed 02/11/23 and will be reflected on the 03/03/23 paycheck.) 
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08/2021 - JURS 


NEW YORK CITY POLICE EQUIPMENT SECTION 
127-10 28% AVENUE, ROOM PT285 


FLUSHING, NY 11354 
718-670-9642 
FAX # 718-888-3165 


AUTHORIZED UNIFORM TAILORS 


Class “A” Uniforms for members of the Police Department are manufactured by authorized tailors 
in accordance with prescribed uniform specifications. Orders for uniforms may be placed with any 


of the following authorized tailors, at the address indicated. 


NAME OF TAILOR ADDRESS ZIP TELEPHONE _PCT 
BRONX 

BROTHERS POLICE STORE 3013 WEBSTER AVENUE 10458 718-933-0270 052 

PAUL’S POLICE EQUIPMENT 2630 EAST TREMONT AVENUE 10461 = 718-597-0480 045 

OLINVILLE ARMS 3356 WHITE PLAINS ROAD 10467 =718-655-1569 047 

MEYER’S UNIFORMS 378 EAST 1615? STREET 10451 = 718-855-4018 042 
BROOKLYN 

FULTON POLICE EQUIPMENT 3129 FULTON ST 11208 718-348-4152 075 

MAC’S UNIFORMS 1984 FLATBUSH AVENUE 11234 =718-377-5127 063 

MEYER’S UNIFORMS 63 FLATBUSH AVENUE 11217 = 718-855-4018 078 

UNIFORMS BY PARK COATS 790 THIRD AVENUE 11232 =718-499-1182 072 
MANHATTAN 

SCHLESINGER & SONS 249 WEST 18 STREET 10011 = 212-206-8022 010 
QUEENS 

POLICE DEPOT 19-10 HAZEN STREET, EAST ELMHURST 11370 = 718-956-2020 114 

POLICE DEPOT 23-19 COLLEGE POINT BLVD, FLUSHING 11356 = 718-539-1212 109 

P & S CUSTOM TAILORING 103-29 101 STREET, OZONE PARK 11417 = 718-738-4205 106 

THE NEW YORK POLICE SHOP 65-14 METROPOLITAN AVE, MIDDLE VILLAGE 11379 718-417-6971 104 

RK UNIFORMS 143-05 HILLSIDE AVE, JAMAICA 11432 718-291-2600 107 
STATEN ISLAND 

A & J POLICE EQUIPMENT 359 CLEVELAND AVENUE 10308 718-608-2677 122 

MEYER’S UNIFORMS 4386 VICTORY BOULEVARD 10314 12] 


TOG 


SCHOOL CROSSING GUARD EQUIPMENT PRICES 


THE FOLLOWING REQUIRED ITEMS ARE AVAILABLE THROUGH THE NEW YORK 
POLICE DEPARTMENT EQUIPMENT SECTION AT THE POLICE ACADEMY. 


ALL PRICES LISTED ARE AS OF MARCH 2023 AND ARE SUBJECT TO CHANGE AT 
ANY TIME. PAYMENT CAN BE MADE WITH CASH OR CREDIT CARD 
(VISA/MASTERCARD). NO PERSONAL CHECKS WILL BE ACCEPTED. 


CAP, BASEBALL, SCHOOL CROSSING GUARD $6.00 
GLOVES, WHITE COTTON $1.50 
MEMO BOOK BINDER $12.00 
PATCH, SCHOOL CROSSING GUARD $0.75 
RAIN COAT, SCHOOL CROSSING GUARD $10.00 
VEST, S8S.C.G. SAFETY $19.75 
WHISTLE HOLDER $2.75 
WHISTLE, TRAFFIC $2.50 


IT MAY BE NECESSARY TO SHOW YOUR IDENTIFICATION CARD WHEN MAKING 
THESE PURCHASES. THEREFORE, MAKE SURE YOU HAVE IT WITH YOU AT TIME 


OF PURCHASE. 
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NOTES 
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